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I. Mandate

Per Republic Act 9500 or the University of the Philippines Charter of 2008, UP has the mandate to lead in setting academic
standards and initiating innovations in teaching, research and faculty development in the following fields of knowledge:
philosophy, arts and humanities, social sciences, mathematics and technology; and maintain centers of excellence in these
disciplines and professions. Specifically, the University is mandated to (1) serve as a graduate university; (2) serve as a
research university; (3) lead as a public service university; (4) protect and promote the professional and economic rights and

welfare of its academic and non-academic personnel; (5) provide opportunities for training and learning; (5) serve as a regional
and global university; and (6) provide democratic governance in the University.

Il. Vision

A world-class university building capacities and engaging communities for sustainable development

[ll. Mission
1. To form leaders in the humanities, natural sciences, social and management sciences, and computational sciences;
2. To generate knowledge and innovations through interdisciplinary and integrative research;

3. To collaborate with communities and institutions in addressing critical issues confronting the region, the nation, and the
world;

4. To advance the protection, preservation, and promotion of Filipino culture and heritage; and

5. To advocate for biodiversity conservation and environmental protection.
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IV. Service Pledge

We, the officials and employees of UP Tacloban are dedicated to providing you with the highest level of service. Our
commitment to excellence is reflected in the following service pledge:

C - Client-centric Focus:

The client’s satisfaction is our priority. We will listen to your feedback and address your concerns promptly and
courteously. Your satisfaction is our priority, and we will go the extra mile to understand and meet your unique needs.

A - Accountable Service:

We take full responsibility for the quality and reliability of our services. If we ever fall short of your expectations, we
pledge to take prompt and effective action to make it right.

R - Responsive Communication:

Timely and clear communication is the foundation of our service. We promise to respond to your inquiries, feedback,
and concerns promptly, keeping you informed at every step.

E - Exceptional Quality:

Quiality is non-negotiable. We are dedicated to delivering products and services of the highest standards. Our
commitment to excellence ensures that you receive nothing but the best.

S - Sustainable Practices:

We are mindful of our impact on the environment. Through responsible sourcing and sustainable practices, we strive
to contribute to a healthier planet for current and future generations.

Further and as mandated by Republic Act 11032, we commit to attend to all applicants or requesting parties who are within
the premises of the office prior to the end of official working hours and during lunch break.
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V. List of Services

OFFICE OF THE DEAN euciiiiiiiiitittiiiiiiiiiiieitssssesiiisiiiieessssssssssssssitmsmssssssssssssssssstsmssssssssssssssssssssssssssssssssssssss 14
INTERNAL SERVICES ... .ottt ettt sttt ettt e bt e s bt e sh e e shee e a e e e bt e bt e eheesatesatesabeeabe e be e bt e sheesaeeeateenbeebeesbeesatesateeabeenbeebeenseesaeas 14
1. Issuance of AUthOrization 10 CASH AUVANCE ..ottt b et b et bt b bbbt nb et b et ebenes 15

2. 1SSUANCE Of CertifiCAE Of APPEAIANCE. ...c.o ittt ettt et e s et e s te et e beere e besbeessesteesaestesbeensesseessesseeseensesteessenbesseensenns 16

3. 1SSUANCE OF TrAVEI OFUEI (TO) .ttt sttt ettt ettt s bbbt et e s st e bt s bt e b e b e st e s et e st ea e eb e eb e e b e b et e s et en b en e eaeeb e ebeebe st e ne st ennenseneebens 17

4. REQUEST 10 RENUET OVEITIME ..ottt ettt b ettt a e bt e bt e b e e bt st e s e e e st ea e eh e eb e e b e b et e s et e b en e eaeeb e ebe e bt st e ne s ennenteneebens 19
OFFICE OF THE ASSOCIATE DEAN FOR ACADEMIC AFFAIRS (OADAA) c.cutttiiiiiiiiinisnnneeeeenisssssssssnnns 20
EXTERNAL SERVICE ... ettt s e st e st st e st e e bt e b e e s b e e sh e e saee s ae e e st e e beesheesabesasesabeeabeenb e e s e e s aeesaeeeateenteenbeesbeesatesatesabeenbeenbeenseesanes 20
1. ISSUANCE Of CertifiCate Of APPEAIANCE......cc.i ettt ettt et e e e st e et e s te s st eae st e estessesseessesseassessesseansessesssensesssessesseensessennsansens 21
OFFICE OF THE ASSOCIATE DEAN FOR ACADEMIC AFFAIRS (OADAA) auuuuttiiiiiiiiccccnnnneeeeessssssssssnnnns 22
INTERNAL SERVICE..... oottt sttt ettt s it s e st e s te st e et e e b e e st e e sheesaee s st e este e beesbeesatesasesabeeabeenbee st esaeesaeesateenteenbe e baesatesatesabesnbeenbeenseesanas 22
1. Approval Of APPIICALION TOI LEAVE ..ottt ettt et b et bbb bbbt sa et b et eb s 23
OFFICE OF THE ASSOCIATE DEAN FOR ADMINISTRATION (OADA) ..ccrrrreteeteiieiccccssnnnnseeessssssssssssnnns 24
INTERNAL SERVICES ...... .ottt ettt st ettt ht et e s bt et e s bt eh e et e she e s e e bt e at et e ebeea b e e b e eh e ea bt eheemseabeeas e st e ebeeabesbeen b e bt saeenbeebeeabenbeeneenbens 24
1. Approval fOr the USE OFf UPTC VENICIES ...ttt ettt et e st ettt e s beeaa et e eas e teebaeabesteessenbesteenbenbeessantesseenseees 25

2. Approval of Application for Leave and ReqUEST fOr FIEXI-tIME@ .....cooiiieeeeeceeecee ettt st b e st 26

3. APPIOVAl OF PUI-OUL REOUEST ...ttt ettt ettt et e e st e b e s te e s e et e st e e st e s e esee st esseessesseeseesseaseessesseeseensesseensessesssensenseensensenseensenes 27

N o T o o XY Z= o I T I o = TR STU 28
ACADEMIC DIVISIONS ...eeeeeiiiiiiiiiiiiiniinistsiiiiiiiiiiiisssssssssiiiiisiimmmsmssssssssssstimmmsssssssssssssssssssssssssssssssssssssssssnss 29
EXTERNAL SERVICES. ... .ottt sttt eh et sttt et e at et e s bt et e s bt she e bt she e s s e bt e ateab e e bt e abe e bt eheea bt eheenbesbeeatenbesheembesbeen b e bt saeenbeebeenbenbesntenbens 29
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Y oY o1 ITot=1a o ] a1 o] g @ 1= T = T o ot =TT USRS 30

2. Consultancy Services OF TECNNICAI ASSISTANCE ......cciiiiieieeee ettt b e bbbt e b et be bt b e b st e s et e e eneeaene 31

3L PIINTING OF FOIM 5.ttt b e bbbttt e s e e st e bt e bt e b e e b e b et e s e st e st e bt eb e e b e bt b e b em b emses e e bt eb e eb e e bt nb e s et e s eneeaeebea 32

4. REQUEST FOI COPIES OF SYHADI....cueiiieieeeeee ettt e e e s te et s b e e sa et e s beeasestesaeesbeeteessesseeseesseaseentesteesaentesteessensesseensenns 33

5. USE OF FACIHITIES ..ttt b et bt b et bt b e bt b b e e st e b s e e b e st e b e st bt e b et e b s e b et e b et eb e st e bt bt st et eb et et ens 34

N TRV g Nl o = =To LU LES] L =SOSR 35
INTERNAL SERVICES ... .ottt ettt ettt sttt e s bt et e et e e st e e sheesaee s et e esbe e beeaseesatesasesabeeaseenb e e s eesaeesaeesateenteenbeesbeesatesatesabeenbeenbeenseesanes 37
1. APPIICALION TOI CIEAIANCE.....c.ititeeeeee ettt sttt b ettt a e bt e bt e a e e b e st et et e st e st eh e eh e e bt e bt et e b et e s entenees e eb e ebenb e b et et et enneneeneene 38

A S - To LU LTS A o I = V7= I @ T o 1= OO 39
DIVISION OF MANAGEMENT (DM) cciiiiiiiiiiiiiinnnneeeeeieiiiesccsssssnnssssssssssssssssssssssssssssssssssssssssnsssssssssssssssssssssnnssasss 41
EXTERNAL SERVICES. ...ttt ettt ettt st sttt ettt e s bt e sh e e s hee s a et et e e b e e eh e e saee s ateea bt e ab e e b e e bt e beesaeeeateemteebeenbeesaeesatesabeeabe e beenbeennees 41
1. Application for the Graduate Management AdmiSSIiON TEST (GIMAT) ..ottt st s re et e eetesreeaneees 42

2. Application for MM Comprenensive EXAMINALION .......cccocieciiiieieiiceetecteee ettt te et e e ae s be et e s tesre e besbeessesbeessesteebsensesteessensesseensenns 43
DIVISION OF NATURAL SCIENCES & MATHEMATICS (DNSM) ..ccciiiirrnnnnnreiiiiisiisssssssnnnneessssssssssssssssnsssses 45
INTERNAL SERVICES ...ttt ettt ettt ettt et b e e s bt e sh et shte e at e et e e beeeh e e ea e e e abeeabeeab e e b e e bt e ebeesaeeeateemteebe e bt e eaeesabesabeeabeebeenbeenneas 45
1. Borrowing of Laboratory Materials for Laboratory Classes & RESEAICH ........cocvecevieiecicicec et 46

O ST o) = o Yo = 0] YA =0 0 o 1 OO 47
DNSM: REGIONAL ENVIRONMENTAL INFORMATION SYSTEM (REIS) ccctiiiiiiiiiiiiinnneneenniinsssscssssnneenenns 48
EXTERNAL SERVICES. ... oottt ettt h et sttt b e a et e s bt et e s b e sheea bt sh e ea s e e bt s as et e ebeea b e e b e eaeea bt eheem s e bt e asenbeebeeabeabeen b e bt sasenbeaneeabenbeeneenrens 48
1. GIS Services (Data Visualization, Map Layouting, Georeferencing, Map Printing and/or Scanning) .......cccceceevvvveceeveneeeenne. 49

A SRS = VAot =R (Ko L4 174 o Yo ) OSSR 50

3. GPS USE/EQUIPMENT RENTAL ..ottt ettt e et e a et e et e et e s st e st et e saeemeeseeeatenseeaeentenseeneensesaeenteseeeneensesseensensesneensenns 51
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4. Request for a Soft Copy Of EXISTING MaAP LAY OULS ...c..iiiiiiiiieieieeseste ettt sttt ettt ebe bbb ne b e s e eaeenea 52
5. Request for Consultancy Services or TEChNICAl ASSISTANCE.....cciiii it st a e te e et e sre e s esbesreeseenns 53
6. REQUEST FOI GPS/GIS TrAINING...uiccieiiiiticieieetee ettt ettt e st e s e e teste e aesbeesaestessaessesteessesseessassesseessesteeseessesseesseseensesseeseensesteessensesseessenns 54
7. Request Of SUPPOIt FOr RESEAICI PrOJECES ..ottt b e bbbttt a e bt b e bt e s et e e e e ene e 56
INTERNAL SERVICES ... .ottt ettt ettt sttt et e e bt e s bt e sh e e sate s at e e bt e bt e eheesatesatesabeeabe e beeabeeaheesaeeeateeabeebeesbeesatesatesabeenbeenbeenbeesaeas 57
1. All “GIS Services” available to external clients including “Request for a Soft Copy of Existing Map Layouts” .................. 58
2. GPS Use/Equipment Rental (FACUILY & STUENTS) .....c.oiiiiiiieirieieieet ettt sttt 58
3. REQUEST FOIr GPS/GIS TIAINIMG. ..ttt ettt h ettt eh et ettt b e st et b et e b e e eb e e eh e b eb et e bt be st et e st b en e et et eb e e eb e e e b et eb e s e st st ene s 59
OFFICE OF THE COLLEGE SECRETARY (OCS)...cccctttterrrrerrrsrssssssssssssssssssssssssssssssssssssssssssssssssssssnssssssssnssnnes 60
EXTERNAL SERVICES. ... ettt ettt ettt sttt et e bt e s bt e sh et shee s a et et e e bt e eb e e eaeesat e e ateeab e e b e e b e e e beesaeeeabeeateebe e bt e saeesateeabeenbe e beenbeennees 60
1. Issuance of Official Transcript of ReCOrds (OTR) IN PEISON ....couiiuieiiieceeeeeeteste ettt sttt ae s te et ste et e besanessesreenneseas 61
2. Issuance of Official Transcript of Records (OTR) Through Mail and ONIINE..........ccoviieiiininineeeee e 62
3. Issuance of True Copy Of Grades (TCG) IN PEISOMN ..ottt ettt b st b et et et e e et e st e st sbe e bt st e s ae b et eneeneenens 65
4. Issuance of True Copy of Grades (TCG) Through Mail and ONIINE.........cooieiiieiiiiceee et st 66
5. Authentication of Academic Documents (OTR, Diploma and Other Documents) IN PErson .........cccceceeeeceveeeeceseeeecve e 68
6. Authentication Of Academic Documents (OTR, Diploma and Other Documents) Through Mail and Online...........cc........... 69
7. Issuance of Certifications Through Mail and ONIINE.........ccoiiriiicee ettt e e s tesse e s e sreesaesesseeneenns 73
8. Issuance of Original DIPIOMA IN PEISON ....ccueiiiicieieceee ettt et te st et et e st e b e s te et e se s st essesseessesseessessesseessesseessessesseensessenssensenseensenes 75
9. Issuance of Original DIplomMa TRIOUGN M ........ccooiuiiieeeece ettt et et be et e s be e b e besbe et e sbe e b e beebsenbesteessenbesseensenns 76
10. Issuance of English Translation Of DIplOmMa IN PEISON .....o.ii ittt ettt st st e b sae e tesbe et esesneeneeneas 78
11. Issuance of English Translation of Diploma Through Mail and ONIINE .......cccoceeeeeicieciceceeeeeee e 80
12. Student’s Record Verification Through EMail..................coooiiiiiiiieeeee ettt s te et e estesneensenes 82
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13. Application For Readmission (Absence Without Leave, Permanent Disqualification Status, Applied Waiver of Maximum
RESIAENCY RUIE (IMRR)) .. ittt e e st e et et e et e et e st e e atestesbeessesteeseesseaseesse st eesse st eeseassesseessesseessesseseesseseeessansesteensensesssassesseensenses 84
14. Application For Waiver of Maximum Residence RUIE (MRR) ..ottt 86
15. Application FOr Leave 0f ADSENCE (LOA) ..ottt b e sttt h e eh bt b e st b et e s et e es e e bt e bt st e b et et et e e eneenene 88
16. ISSUANCE OF AUMISSION SHP ceitiiiiiieieee ettt ettt b e bttt b e s e s e e e st e st es e eh e e bt e bt st e b et e b et e st es e eb e ebene e b et et et enneneenene 90
L7, ENTOIIMENT .ttt bbbt b bbb e st e b e st e b e e e b e e e bt e e b e s eb e e bt e b s e b e st e b e st e b et e b et b et eb et eb e b e st e e st e b et et nes 92
RSN oY o1 FTot=1 A Ko T a1 o T gy 11141 o Yo O RSSTSRSRR 94
19. Application For Overload and UNAEITOAM .........couoieiiiiiiieieeee ettt ettt ettt ettt s e bbbt b e et et e e st s e 97
20. APPIICALION FOT DIOPPING ittt ettt ettt ettt et et a e e bt e be s b e st e sestesseseeseeheeb e e b e st et eseea s en e ebeeheebeeb et e s entensenteheebesseabe st et et enseneenene 99
21. ApPlication FOr CroSS-REGISIIALION.......cci ittt ettt et e st e e aa et e s te e b e s beesaesbeebeesbestsessesbeessessesbeensesteessenbesssensesseensestes 100
22. Application FOr Permit 10 REMOVE INCIA.0 ...ttt ettt et s et e st et e s beebeenbesteessebeeasestesssensesteessenbesanentesseenseses 102
23. ApPlication FOr WaiVer Of PrE-TEOUISITE ......coi ettt ettt ettt st e bt et esbe e be e besbe e st e beeasestesbsenbesteessenbesanentesseenseses 104
24, APPIICALION FOI SUDSTITULION ..ottt ettt et h e bbbt et e e st e st e bt e bt s bt b et et et ese e st eb e e bt st e e b et e s e e eneeneens 106
O I I e | 2 o 2 108
EXTERNAL SERVICES. ... oottt st ettt et bt et e st e s bt et e s bt e st et e eae e b e eh e e b e eb e e ae et e eheeaseeb e e abeneeshe e b e sheeab e bt eae et e sbeeabenbeemtenbesreeneenne 108
1. ACCESS 10 ONIINE E-RESOUITES......ooiiiiiieiee ettt h et bbbt b s bbbt b et bt e bttt e bt eb e ebe e 109
2. Document Delivery Service — Accessing Book Chapters and ThesSes ONIINE ..ot 110
3. Checking-Out (Borrowing) of BoOOKS fOr HOME READING .......cciiiieieiiceceteeeettee ettt ettt st s te s beste et e besan e besbeenneseas 112
4. Checking-Out (Borrowing) of Books for Photocopying OF ROOM USE ...ttt sttt 113
5. Checking-out (BOrroWing) OF PEIIOTICAIS......ccicieieiieieecee sttt ettt e sttt e st e s e e esseste e st e seeseesesseensesteensensessnensesseensenses 114
6. Checking-0ut (BOITOWING) OFf TRESES ..ottt sttt et sttt e st e et e et e sae e st e beese e seeseensesteessenbessnensesseenseses 115
7. Checking-in (Returning) of Books Borrowed for HOMe REAMING ....ccovueeiiiieiei ettt s 116
8. Checking-in (Returning) of Books Borrowed for Home Reading Through Book Drop Service ......ccccveevvveeceneneenenceeee, 119
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O. PIINTING SEIVICES ..vicuieiicteeiecteeee sttt sttt s e et e st e e e et e st e et e s testeestesbe e st e seessessesbeessesseessesseeseens e seess e teeseenseaeeessesseessenseaseeasesteessenbesseensesseenseees
10. Request for the Use 0f Other NON-UP LIDIAriES .......oi oottt sttt sttt sttt s raebesbe e s e s aeessestesreessesteesnensens 122
11. SigNing Of ClearanCe Of STUAENTS ......oiiiiiieeee bbbttt b e bbb b e b et et et e bt e bt e b e e b st e s b et e s e e e e eneenes 123
12, U.P. ID VAIOAIION ...ttt ettt ettt h e bt a e b et e et eh e e st e bt e bt e bt b e e e et em s es e e bt e bt e bt eh e b e e b e s em e et e s e ebeebeeb e e b e st e b et e s e e eneeneenis 124
13. Use of Information Resources and Facilities BY NON-UP CHENTS ........cociiieieiiieeceseeterte sttt sttt enne e 125
14. Use of Electricity for Charging of Personal Laptops, Smartphones, and TabletS........ccccoviiieceiecieci e 127
15. Virtual REFEIENCE SEIVICE (WRS) ...ttt h bbbt et e e st s e bt b e bt e b e st e b et et e st e bt e bt eb e e bt st e b e e e s e e eneeneens 127
INTERNAL SERVICES ... .ottt ettt ettt st sttt et e e s bt e sh e e s aeesate e be e beesaeesatesabeeabeenbeesbeesseesaeeeateenbeesbeesaeesatesabesnbeenseenaeesatesnseenteentaens 129
1. ACCESS 10 ONIINE B-RESOUITES ...ttt ettt ettt a bt b e s bt b et et e e ea s e st e bt e bt eh e b et et e st ens e st e st e bt ebe e bt nb e b et et e e enneneenis 130
2. Document Delivery Service — Accessing Book chapters and Theses ONIiNE.......cooviiiceecicecccceeeee e 131
3. Checking-Out (Borrowing) of BoOOKS fOr HOME REATING .......cciiiiiieiicieceeteeee ettt ettt st aa et e sre e b besaa e besreenneseas 133
4. Checking-Out (Borrowing) of BOOKS fOr PROTOCOPYING ..ueeviitiriiriiiirieieeieitetete sttt ettt ettt be st nea e 134
5. Checking-out (BOrrOWING) OF PEIOGICAIS .......cuiiiiiiiieteieet sttt b e bbbttt e et e bt e bt st e b e e e s e e e e eneens 135
6. Checking-Out (BOITOWING) OFf TRESES .....ocieiiiciee ettt ettt e st e s ettt et e s be e st e s teeseessesseensesseeseeseeseensesteessensesseensesseensesees 136
7. Checking-in (Returning) of Books Borrowed for HOME REAMING ....cc.ocueeiiiieiiiceeeeee ettt sttt b e 137
B. PIINTING SEIVICES ..ottt ettt e et e b e st e et e s teebe e testeeabeteessestesbeeabesteessasbesssensesbeessasbeebeentesteessenbeessenbesbsensesteessenbesesentesseensetes 139
9. Scanning of Documents or Photocopying Of BOOK ChaPLerS ......cccoiiiieiirieiei ettt sttt e st see et e nsesnas 141
L0, BINUEIY SEIVICES ooutiitieeieiieeeetesit et et et este st etestesseete s st estesseestessesseessasseassessesseasseseassesseaseanseaseessenseaseensesseenseseaseensenseessenseassensesseansensenssensens 142
11. 1SSUANCE OF OFfICE CIEAIANCE ...ttt h et st s bt b et e bt b et e b et e bt eb et eb e b e st st e st e b et et et ebe e eb e e ene e 143
12. Virtual REFEIENCE SEIVICE (WRS) .. ittt sttt ettt e e et e s be et e s besbeeabeebeese e beaseesbesbeeasestesbaeabestaesseseessentesssensesteessantens 145
OFFICE OF STUDENT AFFAIRS (OSA) . ciiciiiiiiirrrrienisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnns 147
EXTERNAL SERVICE ...ttt ettt ettt et b e e s bt e sht e sae e e te e bt e eb e e eaeeeat e e abe e be e bt e abeeeheeeaeeeaee e ke e ebeeeheesabesabeeabeenbeenneesmeeenteenteetaens 147
1. Appeal for Grants-in-Aid (Socialized TUITION) PrOGIam... ..ottt ettt ettt este et e tesae et entesneensesteennensens 148
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2. Application for Grants-in-Aid (Socialized TUItION) PrOGram .......oooiiiiiieieieeesteseseee ettt st
3. Application for Recognition Of StUdent OrganiZatioNs .........c.coeveririeieiiieeene ettt be e s e e e 151
4. EXTENSION SEIVICE. ittt sttt ettt h et st e b et et et e st e st eb e eb e s b e e b et et e st e st ea e e bt eb e e h e b et et emeeaeeh e e st e bt e b e b et e s emeeaeebeebeebesa e b e nb e s et e s eneesene 152
5. Facilitating the Release of Entitlements fOr UP GIAP GFanTEES .......cooeeciiieiiiiiceeesteeeste sttt ettt a e s te et be et reeanesns 154
6. INformation Service — GUITANCE NOOK ......c.oouiiiiiiiiiiee ettt ettt b ettt b et b et bt b et bt et b ettt b et et ens 155
7. Iskolar ng Bayan (INB) Program Application and EVAIUBLION ...ttt 156
8. Processing of GCTS PF APPIICAION FOTM ...ttt b et b et b e et e s bt b e st b e e s e e e e eneenes 158
9. Psychological Testing and Evaluation for Other Government Agencies’ Job Applicants ...............ccccooeiiiieiincceneceeee, 160
10. Psychological Testing and Evaluation for Private Agencies and Individual ClIents ........cccoveceviiieviesieveceeceseceee e 162
11. Psychological Testing and Evaluation fOr UPTC StUAENES ..ottt ettt va et ste et st te e estesteesnenne s 164
12. Recommendation for POSSIDIE EMPIOYMENT ...ttt ettt st a e ens 166
L3 RETEITAL ..ottt b ettt h e bt e bt s bt e b b e s e s en e eateh e e bt e bt eh e b e b e s b e m s ea e R e e bt e Rt e h b€ A e s et et et e Rt b bt bt et e b e et e e neeas 167
14. Releasing of Certificate of Good Moral Character to EXternal CHENTS ...ttt 169
15. Releasing Of Certificate 0f NO PENAING CASE ...ttt s et ste s te e et e s teestesbeeaesbesbeenbesbaestesbeessetesbeensestessaentens 170
16. Releasing of Certificate Of RECOGNITION ..ottt ettt e st e e te e be s teebesbeeabesteesaebesbeestesbeessetesssensesteesaentens 172
17. Request for Approval Of ACHIVITY PrOPOSAL ...ttt ettt st st et e s teeseebestaessesaessaessesseensessesssensens 173
18. Request for Approval of Posting Of PUDIICIY MaEIIAIS........ccvvieieiieieiseeese ettt sttt st e st saesressnense s 175
19. UP System (Lingap-Iskolar) Scholarship Application and EValUGtioN ...ttt 176
20. UP System (Presidential) Scholarship Application and EVAlUALION .........cccuiiiiiiiiiiee ettt 177
INTERNAL SERVICES ... .ottt sttt ettt et s bt et e st s bt et e s bt e st e bt e as et e sh e et e sb e eht et e s bt easeab e e ab e bt eb e et e eheeab e bt eae et e sbeenbenbeembenbesreeneenne 180
1. Counseling and PSYCROIOGICAI SUPPOIT......oo ittt ettt e st e e st et e s teesesbeessesteesaessessaesseaeessensesseensessenssansens 181
2. Donor-funded (Private) Scholarship: Application and SCIrEENING .......ccvecieieieiieeeeree ettt re et eeee e esaesees 183
3. Donor-funded (Private) Scholarship: Program CrEatiON...... ..ottt ee st st e st st e saesteestessesseensessesneensesneenseses 185
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4. Psychological Testing and Evaluation for UPTC JOD APPIICANTS ..ottt
5. RETFEITAI (INTEIMAL) ...ttt ettt b et b et b et b et bt h et b e e bt b sttt e b et e b et e b et bt e bt b bt b et st et eb et et ens 188
6. Releasing of Certificate of AdViSOrship t0 FACUITY AQVISEIS ..ottt 189
OFFICE OF THE SYSTEM ADMINISTRATOR ... i iiiiiitiitteiteiciciiiiinieesnsssssisisiiiisssssmssssssssssssssssssssssssssssssss 190
INTERNAL SERVICES ... .ottt ettt ettt e b e s bt e s h e e s at e e te e bt e eb e e satesate s abe e b e e bt e abeesheeeaeeeateeabeeabeeshtesabesabeeabe e btenneesueesateenteetaens 190
1. APPIICALION FOI MAYEA ID.....oeiiiiieitieeeeee ettt a e bt b e bt b e st e s e st e s s e st e bt e bt e b b et e b et et e st e ateb e eb e e bt nb e b et e s e e enneneenis 191
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1. Issuance of Authorization to Cash Advance

The authorization to advance cash is to be secured by non-bonded employees of the College who need to advance cash for
travel and activities.

Office or Division: Office of the Dean

Classification: Simple

Type of Transaction: G2G - Government to Government

Who may avail: Faculty Members, REPS and Administrative Staff

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Request for Authorization All units
2. Disbursement Voucher and Obligation Request All units
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submit Request for 1.1 Receive the request and check the
' . q requirements for completeness of entries, None 15 minutes Staff
Authority to Cash Advance : .
signatures and attachments. Office of the Dean
1.2 Forward Request to the Dean None 1 minute
. Dean
1.3 Act on the Request. None 10 minutes Office of the Dean
1.4 Prepare and encode Authority to Cash . Staff
Advance None 20 miNUtes | oefice of the Dean
. . . Dean
1.5 Sign the Authority to Cash Advance. None 1 minute Office of the Dean
i‘ dssﬁgévgrgu;?or:'%éo Cash 2. Release the Authority to Cash Advance None 1 minute Staff
- 9 and file the receiving copy Office of the Dean
receiving copy
TOTAL None 48 minutes
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2. Issuance of Certificate of Appearance

The Certificate of Appearance is issued by the Office of the Dean to requesting employees from other UP units who visited
the College on official business.

Office or Division: Office of the Dean
Classification: Simple
Type of Transaction: G2G - Government to Government

Who may avail: Employees from other UP units
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Provided by client

FEESTO PROCESSING
BE PAID TIME

1. Verbal, written or emailed request

PERSON

CLIENT STEPS AGENCY ACTION RESPONSIBLE

1. Submit request (verbal, 1.1 Receive the request. Ask for the .
. : : e None 10 minutes
written or emailed). complete data needed in the certificate. Staff
. . ; a
1.2 Encode & prlln.t the certificate None 15 minutes Office of the Dean
1.3 Forward certificate to the Dean for .
] None 1 minute
signature
1.4 Sign the certificate None 10 minutes Dean
] Office of the Dean
2. C.I".’"m/ Recelvg the 2.1 Issue/release the certificate . Staff
certificate and sign the 5 2 Eile the receiving co None 1 minute Office of the Dean
receiving copy. ' g copy
TOTAL None 37 minutes
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3. Issuance of Travel Order (TO)

All employees and, for certain cases, students of the College who will go on official travel will need to get authorization from
the Dean by requesting for a Travel Order. A travel order identifies the travel purpose and includes necessary financial
information for budgetary and reimbursement purposes.

Office or Division: Office of the Dean
Classification: Simple

Type of Transaction: G2G - Government to Government; G2C - Government to Citizen
Who may avail: Faculty Members, Administrative Staff and Students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request for Travel Order Form Academic Divisions
2. Itinerary Academic Divisions
3. Invitation, notice of meeting or memorandum As provided by client
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submit Request for Travel | 1.1 Receive and check completeness of None 15 minutes Divisi
Order and attachments. documents. viston or
— - Administrative
1.2 Forward to Division Chairperson or : :
: None 1 minute Unit Staff
Unit Head for approval.
Division
1.3 Sign Request for Travel Order. None 1 minute Chairperson or
Unit Head
Division or
é‘4 L99 t?f? d?curgents’ and fOI‘WEIII’d to the None 15 minutes Administrative
ean’s office for Dean’s approval. Unit Staff
1.5 Receive the request & verify Staff
completeness of signatures & None 10 minutes Office of the
attachments. Dean
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Staff
1.6 Forward the request to the Dean for None 1 minute Office of the
approval. Dean
1.7 Act on the request then forward to . Dean
Staff for encoding None 10 minutes Office of the
) Dean
Staff
1.8 Prepare and encode the Travel Order. None 15 minutes Office of the
Dean
1.9 Forward Travel Order to the Dean for . Staif
signature None 1 minute Office of the
) Dean
Dean
1.10 Sign the Travel Order. None 1 minute Office of the
Dean
1.11 Release the Travel Order and file the . _Staﬁ
. None 1 minute Office of the
receiving copy. Dean
1.12 Receive the Travel Order and sign . Division Staf or
he receiving conv. None 1 minute Admlnlstratlve
t g copy Unit Staff
2. Forward to approved Travel Order to Division Staff or
2. Receive Travel Order the concerned faculty, administrative staff None 1 minute Administrative
or student. Unit Staff
TOTAL None | 1hour&i3
minutes
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The Associate Dean for Administration endorses all CDMO request to render overtime before the approval of the Dean.

Office or Division:

Classification:
Type of Transaction:

Who may avail:

\ Office of the Dean [Office of the Associate Dean for Administration]

CHECKLIST OF REQUIREMENTS

1. Duly signed Authority to Render Overtime form

WHERE TO SECURE

Provided by the client

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submits the Authority to .
Render Overtime Request 1.1 The staff.recelves the form and None 2 minutes Staff
Form forward for signature OADA
1.2 The Associate Dean acts on the . Associate Dean
request None 5 minutes for Administration
1.3 The staff record and forwards the Staff
endorsed request to the Office of the None 3 minutes OADA
Dean
. Dean
1.4 Approve the request. 30 minutes Office of the Dean
TOTAL None 40 minutes
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1. Issuance of Certificate of Appearance

The Certificate of Appearance is issued by the Office of the Associate Dean for Academic Affairs to requesting employees
from other UP units and Government Agencies who visited the office on official business.

Office or Division: Office of the Associate Dean for Academic Affairs

Classification: Simple

Type of Transaction: G2G - Government to Government

Who may avail: Employees from other UP units and Government Agencies
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Provided by client

FEES TO PROCESSING
BE PAID TIME

1. Verbal, written or emailed request

PERSON
RESPONSIBLE

CLIENT STEPS AGENCY ACTION

1. Submit request (verbal, 1.1. Receive the request. Ask for the ,
. . . - None 5 minutes
written or emailed) complete data needed in the certificate. Staff
1.2. Encode, review, & print the certificate None 5 minutes OA?)A
1.3. Forward the certificate to the Associate .
. None 1 minute
Dean for signature
Associate Dean
1.4. Review and sign the certificate None 2 minutes for Academic
Affairs
2. Claim/Receive the Staff
certificate and sign the 2.1. Issue/release the certificate None 2 minutes OADA
receiving copy
2.2. File the receiving copy None 1 minute Staff
2. OADA
TOTAL None 16 minutes
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OFFICE OF THE ASSOCIATE DEAN FOR ACADEMIC AFFAIRS
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The Associate Dean for Academic Affairs approves all leave application forms submitted by faculty members without

administrative load.

Office or Division:

Office of the Associate Dean for Academic Affairs

Classification: Simple

Type of Transaction: G2G - Government to Government

Who may avail:

CHECKLIST OF REQUIREMENTS
1. Application for Leave / UP Approved Leave Form

Faculty Members without administrative load

All units

WHERE TO SECURE

CLIENT STEPS AGENCY ACTION

FEESTO PROCESSING

PERSON

BE PAID TIME RESPONSIBLE
1. HRDO staff submits the 1.1. Receive and check the submitted .
o . o None 3 minutes
certified application for leave |application Staff
OADA
1.2. Forward the application to the None 1 minute
Associate Dean for signature
Associate Dean
1.3 Review and sign the application None 2 minutes for Academic
Affairs
1.4. Forward the approved application to . Staff
HRDO None 2 minutes OADA
TOTAL None 8 minutes
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1. Approval for the Use of UPTC Vehicles

A vehicle service request form is used to request vehicle services for official travels.

Office or Division: \ Office of the Associate Dean for Administration
Classification: |G

Type of Transaction: G2C
% Faculty, Staff, Students

CHECKLIST OF REQUIREMENTS
1. Request letter addressed to the Dean Provided by client
FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

WHERE TO SECURE

. 1.1 Receive request letter and check for . Staff
1. Submit request letter. availability of vehicle. None 20 minutes OADA
Staff
;.2 lr:o?/r;\llard letter to the Dean for None 1 minute Office of the
PP ' Dean
1.3 Signs and approves the request for the : Associate Dean
use of the vehicle. None 10 minutes for Administration
2. Receive copy of approved . Staff
request letter. 2 Release copy of approved request letter. None 1 minute OADA
TOTAL None 32 minutes
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2. Approval of Application for Leave and Request for Flexi-time

The Associate Dean for Administration approves all leave application forms and request for Flexi-time submitted by the REPS
and administrative personnel.

Office or Division: Office of the Associate Dean for Administration
Classification: Simple

Type of Transaction: G2G - Government to Government

Who may avail: REPS and Administrative Staff

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Application for Leave / UP Approved Leave Form / Request for Flexi-
time

CLIENT STEPS AGENCY ACTION

All units

FEESTO PROCESSING
BE PAID TIME

PERSON
RESPONSIBLE

ié;'iﬁgjoas'[ﬁiftf:;tlijgrrp fI(tDSr t|22ve 1.1 Receive the form and check None 3 minutes Staff

.app submissions. u OADA

and flexi-time request
1.2 Forward the application to the None 5 minutes Associate Dean
Associate Dean for signature. for Administration
1.3 Forward the approved application to . Staff
HRDO. None 2 minutes OADA

TOTAL None 10 minutes
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3. Approval of Pull-out Request

Pull-out request is done when getting/transferring UP property (printer, computer, etc.) to one campus to another.

Office or Division: Office of the Associate Dean for Administration

Classification: Simple

Type of Transaction: G2C
Who may avail: Faculty, Staff, Students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Duly filled up pull-out request form SPMO

FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
]}' Submit the pull-out request 1.1 Receive the pull-out request form None 1 minute
orm. Staff
1.2 Forward the pull-out request form to None 1 minute OADA
the Associate Dean for Administration
1.3 Sign and approve the form None 2 minutes Associate Dean
1.4 Forward form to staff None 1 minute for Administration
2. Claim the pull-out request > Release form None > minutes Staff
form. OADA
TOTAL None 7 minutes

Page 27 of 281



University of the Philippines Tacloban College @

4. Approval of Trip Ticket

Trip ticket is used to monitor the daily trip of the UPTC Official vehicles.

BeJiil=Nel @I\ E (o] e Office of the Associate Dean for Administration
Classification: Simple
Type of Transaction: G2C
Who may avail: Faculty, Staff, Students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Duly filled up trip ticket form

FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

CLIENT STEPS AGENCY ACTION

1. Submit Trip Ticket Form. 1.1 Receive Trip Ticket Form None 1 minute
. Staff
1.2 Record to logbook and forwards Trip None 10 minutes OADA
Ticket Form to the Dean
1.3 Sign and approve the form None 1 minute Associate Dean
1.4 Forward form to Staff None 1 minute for Administration
2. Claim Trip Ticket Form. 2. Release form None 1 minute Ospt\%ﬁA
TOTAL None 14 minutes

Page 28 of 281



University of the Philippines Tacloban College i::

ACADEMIC DIVISIONS
Division of Humanities
Division of Management
Division of Natural Sciences & Mathematics
Division of Social Sciences
EXTERNAL SERVICES
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1. Application for Clearance

Students, faculty and staff under the respective Academic Divisions apply for clearance for transfer purposes, study leave,
release of OTR, etc., which will need the signature of the Division Chairperson.

Office or Division: All Academic Divisions

Classification: Simple

Type of Transaction: G2C - Government to Citizen

Who may avail: Students & Alumni
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Office of the College Secretary

FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

None 1 minute

Duly filled-up Clearance Form
CLIENT STEPS AGENCY ACTION

1. Receive form and check for
completeness of entries and signatures
1.2 Check for accountabilities and, if
applicable, ask client/applicant to settle None 20 minutes Division Staff
accountabilities

1.3 Forward form to Division Chairperson

1. Submit clearance form

. None 1 minute
for signature
] . Division
1.4 Sign Clearance Form None 5 minutes Chairperson
2. Receive signed Clearance 2 Release Clearance Form None 1 minute Division Staff

Form

TOTAL None 28 minutes
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2. Consultancy Services or Technical Assistance

The faculty members, through the respective Academic Divisions and as part of the public service program of the College,
respond to requests for consultancy or technical assistance in the fields of the humanities and arts, management, accountancy,
psychology, economics, political science, biology, computer science and allied sciences.

Office or Division: All Academic Divisions

Classification: Simple

G2G - Government to Government; G2C - Government to Citizen; G2B - Government to

Business

Who may avail: All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Provided by client

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

Type of Transaction:

Request Letter

1. Submit request. 1'. Re_celve request letter, forward to the None 1 minute Division Staff
Division Chairperson
1.1 Act on the request and refer to faculty , Division
in-charge None 2 minutes Chairperson

. . L Faculty In-charge
ih;ozrdlnate with faculty in 2. Coordinate with requestor None 2 minutes Academic
ge. Division
TOTAL None 5 minutes
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3. Printing of Form 5

The printing of Form 5 is a process conducted during the registration period for the official enrolment of the students. The
Form 5 is the students’ approved copy of their official enrolled subjects and schedule for the semester.

Office or Division: All Academic Divisions

Classification: Simple

Type of Transaction: G2C - Government to Citizen

Who may avail: Students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Official Receipt, if applicable Cash Office

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

. .- : 1.1 Examinel/verify the receipt and get .
1. Submit Official Receipt student number None 1 minute
1.2 Enter student number in the CRS and None 2 minutes Division Staff
check Form 5 entries per CRS record
2. Receive Form 5 illiepr:tmt Form 5 from CRS and release to None 10 minutes
TOTAL None 13 minutes
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4. Request for Copies of Syllabi

Prospective employers through the UPTC alumni may request for copies of course syllabi.

Office or Division: \ All Academic Divisions
Classification: Simple

Type of Transaction: G2C - Government to Citizen
Who may avail: ‘ UPTC Alumni

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Photocopy/ scanned copy of Transcript of Records (OTR) Provided by client
2. Official Receipt Cash Office
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
.| 1.1 Receive the email, check the requested
1. Send request through email :
i syllabi courses and note down the course .
with attached copy of b q itle based h None 5 minutes
Transcript of Records (OTR) number and course title based on the
' client’s Transcript of Records (TOR).
1.2 Check the files (harc_icopy & softcopy) None 30 minutes
for the requested syllabi.
1.3 Photocopy (if hardcopy)/ print (if None 10 minutes Division Staff
softcopy) the requested syllabi.
2. Receive the email and pay 2. Count the number of pages and emails
the amount indicated on the the client for the amount to be paid with the | £20/page 5 minutes
email. instructions for online payment.
3. Email the proof of payment | 3.1 Receive the email and forward the
to the Cash office and the requested syllabi to the Division None 10 minutes
Division. Chairperson for initial
3.2 Sign/initial the syllabi and return to the None 1 minute Division
division staff Chairperson
3.3 Forward the syllabi to the College None 1 minute College
Secretary for signature with attached proof Secretary &
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of payment Registrar
0OCSs

3.4 Retrieve the signed syllabi with College

seal and informs the client for the pick-up of
the syllabi or scans the syllabi and email to

the client.

None 10 minutes Division Staff

1 hour and 12

TOTAL | P20/page minutes

5. Use of Facilities

The respective Academic Divisions’ lecture rooms, conference rooms and discussion rooms can be used by students and
student organizations if not in use for classes and other activities of the Division.

Office or Division: All Academic Divisions
Classification: Simple

G2G - Government to Government; G2C - Government to Citizen; G2B - Government to
Business

Who may avail: Students and student organizations

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

OSA or the Academic Division

FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

Type of Transaction:

1. Permit Form
CLIENT STEPS AGENCY ACTION

1. Receive form and check completeness
of entries, signatures and attachment/s.
1.1 Check request validity based on
University Rules and check for availability None 1 minute Division Staff
of facility.

1.2 Forward form to the Division
Chairperson for approval.

1. Submit Permit Form None 1 minute Division Staff

None 1 minute Division Staff
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Division

1.3 Acts on application. None 10 minutes Chairperson

1.4 Record and retain copy of approved
use of facility permit & indicate Control None 1 minute Division Staff
Number on the permit form.

2. Receive approved Permit

Eorm 2. Release Permit Form None 1 minute Division Staff
2.1 Provide hard copy of approved permit
to security personnel for checking and None 5 minutes Division Staff
monitoring

TOTAL None 20 minutes

6. Waiver of Pre-requisites

The Waiver of Pre-requisite is a requirement for a student who has an un-removed grade of “Incomplete” or “4” in a prior
subject which is a pre-requisite of another subject. The waiver is necessary if the student will enroll in the latter subject before
the removal of the “Incomplete” or “4”.

Office or Division: All Academic Divisions
Classification: Simple

Type of Transaction: G2C - Government to Citizen
Who may avail: Students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Waiver of Pre-requisite Form (signed by applicant, adviser and faculty Academic Divisions, Office of the College
handling the course Secretar

FEES TO PROCESSING
CLIENT STEPS AGENCY ACTION BE PAID TIME

PERSON
RESPONSIBLE
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1. Submit duly signed Waiver

1.1. Receive form and check

of Pre-requisite Form completeness of entries, signatures and None 1 minute
d attachment/s Division Staff
1.2. Forward form to Division Chairperson .
None 10 minutes
for approval
1.3. Sign Waiver of Pre-requisite Form None 1 minute Division
- Chairperson
2. Re_:c_elve Waiver of Pre- 2. Release form None 1 minute Division Staff
requisite Form
TOTAL None 13 minutes
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ACADEMIC DIVISIONS
Division of Humanities
Division of Management
Division of Natural Sciences & Mathematics
Division of Social Sciences
INTERNAL SERVICES
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1. Application for Clearance

Students, faculty and staff under the respective Academic Divisions apply for clearance for transfer purposes, study leave,
release of OTR, etc., which will need the signature of the Division Chairperson.

Office or Division: All Academic Divisions

Classification: Simple
Type of Transaction: G2C - Government to Citizen

Who may avail: Faculty Members and Administrative Staff
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Office of the College Secretary

FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

None 1 minute

Duly filled-up Clearance Form

CLIENT STEPS AGENCY ACTION

1. Receive form and check for
completeness of entries and signatures
1.2 Check for accountabilities and, if
applicable, ask client/applicant to settle None 20 minutes Division Staff
accountabilities

1.3 Forward form to Division Chairperson

1. Submit clearance form

. None 1 minute
for signature
. . Division
1.4 Sign Clearance Form None 5 minutes Chairperson
2. Receive signed Clearance 2 Release Clearance Form None 1 minute Division Staff

Form

TOTAL None 28 minutes
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2. Request for Travel Order

Faculty members, administrative staff and students who will need to go on official travel will need to secure a Travel Order
from the College. The Academic Divisions facilitate the process of securing the Travel Order from the Dean’s Office.

Office or Division: All Academic Divisions

Classification: Simple

Type of Transaction: G2G - Government to Government; G2C - Government to Citizen

Who may avail: Faculty Members, Administrative Staff and Students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Request for Travel Order Form Academic Divisions
2. Itinerary Academic Divisions
3. Invitation, notice of meeting or memorandum As provided by client
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submit Request for Travel | 1.1 Receive and check completeness of .
None 15 minutes
Order and attachments documents. o
— - Division Staff
1.2 Forward to Division Chairperson for ,
None 1 minute
approval.
] . Division
1.3 Sign Request for Travel Order. None 1 minute Chairperson
1.4 L(?g thg documents’ and forward to the None 15 minutes Division Staff
Dean’s office for Dean’s approval.
1.5 Receive the request & verify Staff
completeness of signatures & None 10 minutes Office of the
attachments. Dean
Staff
1.6 Forward the request to the Dean for None 1 minute Office of the
approval. Dean
1.7 Act on the request then forward to None 10 minutes Dean
Staff for encoding.
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Office of the
Dean
Staff
1.8 Prepare and encode the Travel Order. None 15 minutes Office of the
Dean
1.9 Forward Travel Order to the Dean for : Staff
: None 1 minute Office of the
signature. Dean
Dean
1.10 Sign the Travel Order. None 1 minute Office of the
Dean
1.11 Release the Travel Order and file the : Staff
. None 1 minute Office of the
receiving copy. Dean
1.12 Receive the Travel Order and sign None 1 minute Division Staff
the receiving copy.
2. Forward to approved Travel Order to
2. Receive Travel Order the concerned faculty, administrative staff None 1 minute Division Staff
or student.
TOTAL None | Lhour&ls
minutes
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DIVISION OF MANAGEMENT (DM)
EXTERNAL SERVICES
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1. Application for the Graduate Management Admission Test (GMAT)

Passing the UPTC Graduate Management Admission Test (GMAT) is a requirement prior to being admitted into the Master of
Management (MM) Program of UPTC’s Division of Management. Prospective examinees submit their application to take this
admission test towards the last week of May, before the start of the first semester of the ensuing academic year.

Office or Division: | Division of Management

Classification: | Simple

Type of Transaction: | G2C - Government to Citizen

Who may avail: | All clients with a four (4) year undergraduate degree
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Application for Admission Form

2. Recommendations for Admission Form

Division of Management

3. Photocopy of TOR Provided by client
4. 2x2 1D picture Provided by client
5. Graduate Management Admission Test Fee Cash Office
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1.1 Receive all requirements and checks
1. Submit all requirements. for completeness of entries and None 5 minutes
signatures.
1.2 Input details of applicants to the . Staff
summary of GMAT applicants. None 5 minutes Division of
— Management
1.3 Forward and file in shared Google
Drive the Application for Admission .
. o None 1 minute
Form, Recommendations for Admission
Form, Photocopy of TOR, 2x2 ID picture.
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1.4 Evaluate the requirements submitted MM Proaram
by the applicants and returns it to the None 30 minutes o9
A Adviser
Division staff.
2. Pay GMAT fee 2.1 Receive OR for GMAT fee. #350 2 minutes Collecting Qﬁlcer
Cash Office
TOTAL None 43 minutes

2. Application for MM Comprehensive Examination

The application for MM Comprehensive Examination is applied by the 3rd Year MM students to take the Comprehensive
Examination which is conducted every semester.

Office or Division: Division of Management
Classification: Simple
Type of Transaction: G2C - Government to Citizen

Who may avail: ‘ MM students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Application for Comprehensive Exam Form Division of Management
2. True Copy of Grades (TCG) Office of the College Secretary
3. Official Receipt for Comprehensive Exam Fee Cash Office

FEESTO | PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Pa)_/ for_ the Comprehensive | 1.1 R_ecelve payment and issue Official B350 1 minute Collecting Officer
Examination Fee. Receipt. Cash Office

. L 2.1 Receive Application Form for
2. Submit Application for Compre, TCG and OR of Examination . Staff
Compre Form, TCG and OR fee and checks for completeness of None 3 minutes Division of
for the Examination fee ) . P Management
entries and signatures.
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2.2. Forwards the Application for
Compre form to Chair of Compre

Committee for signature and TCG for None 1 minute
evaluation.
2.3. Signs the Application for Compre
form, evaluates the TCG of the None 30 minutes Chair of Compre
applicant and returns the requirements Committee
to the Division staff.
2.4. Prepare shortlist of qualified
applicants and Files the Application for . Staff
Compre, TCG and OR for Examination None 5 minutes Division of

’ Management
fee for reference.

TOTAL None 40 minutes
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DIVISION OF NATURAL SCIENCES & MATHEMATICS (DNSM)
INTERNAL SERVICES
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1. Borrowing of Laboratory Materials for Laboratory Classes & Research

Laboratory materials are needed by the faculty and students for their laboratory classes. Only students enrolled under the
laboratory classes of the BS Biology program can avail of this service.

Office or Division: Division of Natural Sciences & Mathematics (DNSM) (General Laboratory)

Classification: Simple

Type of Transaction: G2C - Government to Citizen

Who may avail: Faculty Members and Students (BS Biology laboratory classes)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

DNSM General Laboratory

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Borrower’s Slip

1. Submit Borrower’s Slip 1. Receive and check the fom! for None 1 minute
completeness of entries and signatures.
1.1 Pr.epare the requested laboratory None 3 minutes Lab Technician
materials.
Gen Lab
. . 2. Issue the requested laboratory
2. Receive & check issued lab ; . o . .
e materials to client and indicate details of None 3 minutes
materials if complete : . S
items released in the borrower’s slip.
TOTAL None 7 minutes
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2. Use of Laboratory Rooms

Laboratory rooms of the Division of Natural Sciences and Mathematics house various laboratory equipment. Students and faculty may
only request for the use of laboratory rooms for the purpose of continuing their laboratory experiments and for their science research.

Office or Division: Division of Natural Sciences & Mathematics (DNSM) (General Laboratory)

Classification: Simple
Type of Transaction: G2G - Government to Government
Who may avail: Faculty Members, Students & Research Assistants
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Duly filled Activity Gen Lab Form 1 DNSM General Laboratory

2. Duly filled Activity Permit Form Administrative Division
FEESTO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Fill up ACF'V'ty Ge_n Lab Form 1. Sign Activity Gen Lab Form 1 and return to . Class Adviser
1 and submit to adviser for . None 1 minute
: applicant. DNSM
signature
2. Submit signed Activity Gen . - -
2. Counter-sign Activity Gen Lab Form 1 and . Lab Technician
Lab Form 1 to Lab Inspector for return to applicant. None 1 minute Gen Lab

counter signature
3. Submit Activity Gen Lab Form

3. Sign Activity Gen Lab Form 1 and return to Faculty in-charge

fl to faculty in-charge of the lab applicant. None 1 minute Gen Lab
or signature
4. Submit Activity Gen Lab Form : o .
1 to Division Chairperson for 4. Sl_gn Activity Gen Lab Form 1 and return to None 1 minute Chairperson
applicant. DNSM

approval
5. Submit Activity Pgrmlt and 5. Receive and check the forms for .
attach approved Activity Gen | ; . . None 1 minute i
Lab Eorm 1 completeness of entries and signatures. Lab Technician
6. Receive signed Activity Permit Gen Lab
Fbrm g v 6. Sign and release the Activity Permit Form. None 1 minute

TOTAL None 6 minutes
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DNSM: REGIONAL ENVIRONMENTAL INFORMATION SYSTEM (REIS)
EXTERNAL SERVICES
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1. GIS Services (Data Visualization, Map Layouting, Georeferencing, Map Printing and/or Scanning)

Data Visualization: This involves uploading, digitization, interpretation of primary and secondary data.

Map Layouting: This is the presentation of visualized field data in map form.

Georeferencing: This is the process of associating a physical map or raster image of a map with spatial locations.
Map Printing: This is the production of maps and other printed materials.

Scanning: This is the process of converting printed documents and pictures into digital format.

Office or Division: DNSM: Regional Environmental Information System (REIS)

Classification: Highly Technical

G2C - Government to Citizen; G2B - Government to Business; G2G - Government to
Government

Who may avail: Non-UP clients, Students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

REIS

FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

Type of Transaction:

1. Duly filled-up Request Form
CLIENT STEPS AGENCY ACTION

1. Submit Request Form 1.1 Receive form anq check . None 1 minute
completeness of entries and signatures. Staff
1.2 Check request’s validity based on None 1 minute REIS
University Rules and data availability.

. REIS
1.3 Act on request. None 1 minute Coordinator
1.4 Record approved request, note None 1 minute
Control Number on Form. Staff
1.5 Perform GIS service. None 7 days RE{:}S
. - 2. Issue billing statement and informs .

2. Receive billing statement , o , None 1 minute

client to pay at Cashier’s Office.
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Collecting
3. Pay at the Cashier 3. Receive payment and issue OR. #250/hr. 4 minutes Officer
Cash Office
4. Present OR and receive . Staff
map/data 4. Release map/data. None 1 minute REIS
TOTAL| None | /days&10
minutes

2. GIS Services (Digitizing)

Digitizing is the process of converting a raster (picture) to vector (digital) file format

Office or Division:

DNSM: Regional Environmental Information System (REIS)

Classification: Highly Technical

Type of Transaction: Government

G2C - Government to Citizen; G2B - Government to Business; G2G - Government to

Non-UP clients, Students
CHECKLIST OF REQUIREMENTS
1. Duly filled-up Request Form

CLIENT STEPS

Who may avail:

AGENCY ACTION

1.1 Receive form and check

FEES TO PROCESSING
BE PAID

WHERE TO SECURE

REIS

TIME

PERSON

RESPONSIBLE

1. Submit Request Form . : None 1 minute

completeness of entries and signatures. Staff
1.2 Check request’s validity based on None 1 minute REIS
University Rules and data availability.

. REIS
1.3 Act on request. None 1 minute Coordinator
1.4 Record approved request, note None 1 minute Staff
Control Number on Form. REIS
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1.5 Perform digitizing service. None 1 month
2. Receive billing statement 2'. Issue billing stater_ne,nt anq informs None 1 minute
client to pay at Cashier’s Office.
Collecting
3. Pay at the Cashier 3. Receive payment and issue OR. #250/hr. 4 minutes Officer
Cash Office
4. Present OR and receive : Staff
map/data 4. Release map/data. None 1 minute REIS
TOTAL| None | Lmonth&l0
minutes
3. GPS Use/Equipment Rental
This pertains to rental of GPS units to external clients.
Office or Division: DNSM: Regional Environmental Information System (REIS)

Classification: Highly Technical
G2C - Government to Citizen; G2B - Government to Business; G2G - Government to

Government
Who may avail: Non-UP clients, Students

Type of Transaction:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Request letter As prepared by client

2. Photocopy of school ID As provided by client

3. Official Receipt Cash Office

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Submit request letter and 1. Receive request letter and photocopy . Staff
photocopy of school 1D of school ID and check records. None 3 minutes REIS
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. REIS
1.1 Act on request. None 1 minute Coordinator
1.2 Record approved request and advise None 1 minute Staff
the client to pay at the Cash Office. REIS
Collecting
2. Pay at the Cashier 2. Receive payment and issue OR. £300/day 4 minutes Officer
Cash Office
3. P.resent OR and receive 3. Release equipment to client. None 1 minute Staff
equipment REIS
TOTAL None 9 minutes
4. Request for a Soft Copy of Existing Map Layouts
This is a request to avail a copy of existing map layouts on file.
Office or Division: DNSM: Regional Environmental Information System (REIS)

Classification: Highly Technical

G2C - Government to Citizen; G2B - Government to Business; G2G - Government to
Government

Type of Transaction:

Who may avail: Non-UP clients, Students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Duly filled-up Request Form As prepared by client

2. Agreeing to the GIS Service fees As provided by client
FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submit Request Form 1.1 Receive form and_ check . None 1 minute
completeness of entries and signatures. Staff
1.2 Check request’s validity based on None 1 minute REIS
University Rules and data availability.
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. REIS
1.3 Act on request. None 1 minute Coordinator
1.4 Record approved request, note None 1 minute
Control Number on Form.
1.5 Compile & prepare requested map None 1 hour Staff
layouts. REIS
2. Receive billing statement 2. Issue b|II|ng.st:?1teme.nt and advise client None 1 minute
to pay at Cashier’s Office.
Collecting
3. Pay at the Cashier 3. Receive payment and issue OR. P200/map 4 minutes Officer
Cash Office
4. Present OR and receive : Staff
map/data 4. Release map/data. None 1 minute REIS
TOTAL| None | 1hour&10
minutes

5. Request for Consultancy Services or Technical Assistance

This pertains to any form of technical assistance given to LGUs and other requesting agencies.

Office or Division: DNSM: Regional Environmental Information System (REIS)

Classification: Highly Technical
G2C - Government to Citizen; G2B - Government to Business; G2G - Government to
Government
Who may avail: Non-UP clients, Students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

As prepared by client

FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

Type of Transaction:

1. Request letter
CLIENT STEPS AGENCY ACTION
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1. Submit request letter 1. Reqeive request letter and forward to None 1 minute Staff
Coordinator. REIS
1.2 Review request and endorse to the None 10 minutes REIS
DNSM Chairperson for approval. Coordinator
1.3 Review request and endorse to the None 10 minutes Chairperson
Dean for final approval. DNSM
Dean
1.4 Review and approve the request. None 10 minutes Office of the
Dean
1.5 Forward the approved request to : Staff
DNSM. None 1 minute Office of the
Dean
2. Discuss with REIS 2. Inform requestor of approval and Staff
implementation details of the | discuss implementation details of the None 1 minute REIS
engagement engagement.
TOTAL None 33 minutes

6. Request for GPS/GIS Training

GPS Training: This is a 1-2-day training on how to use GPS units as data gathering tool. This also includes an overview on
data uploading and visualization in QGIS

GIS Training: This is a 3-day QGIS users training. This involves introduction to basic concepts in cartography, data gathering
and visualization in QGIS

Office or Division: DNSM: Regional Environmental Information System (REIS)

Classification: Highly Technical
G2C - Government to Citizen; G2B - Government to Business; G2G - Government to
Government

Who may avail: All

Type of Transaction:
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Request Letter As prepared by client
2. Training proposal with budgetary requirements As prepared by client
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submit Request Letter 1.1 Receive Request Letter. None 1 minute Staff
1.2 Checks details of the request. None 30 minutes REIS
2. Discuss training design, 2. Dl_scuss training design, budgetary None 3 days
budgetary requirement requirement. REIS
3. Discuss/formulate MOA 3.1 Formulate an agreement, prepare Coordinator
with REIS MOA. None 7 days
3.2 Submit MOA to the Dean for Staff
endorsement to the Chancellor. None 7 days REIS
Staff
3.3 Endorse the MOA to the Chancellor None 14 days Office of the
for approval/signature. Dean
. . 4. Inform client of the approved/signed
i'/i (? :celve copy of signed MOA and advise client to pay indicated #250/hr. 1 minute F?E’}g
fees at the Cashier’s Office.
Collecting
5. Pay at Cashier’s Office 5. Collect fee from client. #250/hr. 4 minutes Officer
Cash Office
TOTAL| None | 31days&36
minutes
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7. Request of Support for Research Projects

This is technical support given to other entities conducting research.

Office or Division: DNSM: Regional Environmental Information System (REIS)

Classification: Highly Technical
G2C - Government to Citizen; G2B - Government to Business; G2G - Government to
Government

Who may avail: Non-UP clients, Students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

As prepared by client

FEES TO PROCESSING PERSON

Type of Transaction:

1. Request Letter

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

: 1.1 Receive Request Letter and forward , Staff
1. Submit Request Letter to the Coordinator. None 1 minute REIS
1.2 Review request and endorse to the None 10 minutes REIS

DNSM Chairperson for approval. Coordinator

1.3 Review & approve request. None 10 minutes Chairperson
DNSM
REIS

2. Discuss Terms of Coordinator

Reference (TOR) with REIS 2 Discuss with client and prepare TOR. None 1 day .
Chairperson
DNSM
3. Receive copy of TOR 3 Print TOR and give a copy to client. None 2 minutes sgg
1 day & 23

TOTAL None )
minutes
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DNSM: REGIONAL ENVIRONMENTAL

INFORMATION SYSTEM (REIS)
INTERNAL SERVICES

Page 57 of 281



University of the Philippines Tacloban College

1. All “GIS Services” available to external clients including “Request for a Soft Copy of Existing
Map Layouts”

For the detailed service specifications, please refer to the specifications of the following services under DNSM: Regional
Environmental Information System (REIS), External Service:

Service | Checklist of Requirements

GIS Services (Data Visualization, Map Layouting,
Georeferencing, Map Printing and/or Scanning)

GIS Services (Digitizing) The same as for external clients | The same as for external clients

Request for a Soft Copy of Existing Map Layouts

2. GPS Use/Equipment Rental (Faculty & Students)

This pertains to borrowing of GPS unit by internal clients.

Office or Division: DNSM: Regional Environmental Information System (REIS)

Classification: Highly Technical

Type of Transaction: G2G - Government to Government; G2C - Government to Citizen

Who may avail: Faculty Members, REPS, Administrative Staff
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Signed Request Letter from adviser As prepared by client

2. Photocopy of school ID/Form 5 As provided by client
FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
Same as that for external clients (see page 54) None Same as that for external clients
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3. Request for GPS/GIS Training

GPS Training: This is a 1-2-day training on how to use GPS units as data gathering tool. This also includes an overview on
data uploading and visualization in QGIS

GIS Training: This is a 3-day QGIS users training. This involves introduction to basic concepts in cartography, data gathering
and visualization in QGIS

Office or Division: DNSM: Regional Environmental Information System (REIS)

Classification: Highly Technical

G2C - Government to Citizen; G2B - Government to Business; G2G - Government to

Government

Who may avail: Faculty Members, REPS, Administrative Staff
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

As prepared by client

As prepared by client

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

Same as that for external clients

Type of Transaction:

1. Request Letter
2. Training proposal with budgetary requirements

Same as that for external clients (see page 57)
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OFFICE OF THE COLLEGE SECRETARY (OCS)
EXTERNAL SERVICES
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1. Issuance of Official Transcript of Records (OTR) In Person

The Office of the College Secretary and Registrar provides in-person issuance of Official Transcripts of Records (OTR) for
students and alumni. This service ensures authenticated academic records are readily available for personal, educational, or

professional use.

Office or Division | Office of the College Secretary (OCS)
Classification Highly Technical

Type of Transaction G2C

UPTC graduates (also for active and inactive UPTC students) as of Second Semester AY
2022-2023 and onwards

BO® ey AU UPTC students who graduated and active or inactive before SS AY 2022-2023 should

request their OTR from UP Visayas through this link:
https://crs.upv.edu.ph/documentrequest/

Checklist of Requirements Where to Secure

1. College Clearance Office of the College Secretary
2. Valid Identification Card Provided by client

3. Authorization letter to mail documents (if applicable) Provided by client

4. Request Letter from school (if for further studies/ if for transfer Provided by client

credentials purposes)

5. Barangay Certification for first-time job seekers (if OTR is for Provided by client

employment purposes)

For representative:

1. Duly signed authorization letter from the student Provided by client
2. Photocopy of valid identification card of the student or graduate Provided by client
3. Valid identification card of the representative Provided by client

FEESTO PROCESSIN PERSON

CLIENT STEPS AGENCY ACTION BE PAID G TIME RESPONSIBLE
1. Proceed to the OCS. 1.1 Receive and check required documents. None 1 day Staff
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1.2 Search records OCS
1.3 Assess fees
1.4 Issue assessment of fees
2. Pay fees in-person at . : Collecting
the Cash Office. 2. Re_ce|ve payment and assessment details P50/page | 30 Minutes Officer
then issues an Official Receipt. :
Cash Office
3. Submit Official Receipt 3.1 Receive and check the Official Receipt None 15 Davs Staff
to the OCS and process the OTR y OCSs
College
3.2 Sign the requested OTR None 1 Hour Secrgtary &
Registrar
OCS
4. Receive requested OTR | 4. Issue requested OTR or prepare OTR for Staff
mailing and forwards to the office in-charge None 30 Minutes oCS
of outgoing documents.
P50/pag
ToTAL | © p_I_us 16 Days, 2
mailing Hours
fees

2. Issuance of Official Transcript of Records (OTR) Through Mail and Online

The Office of the College Secretary and Registrar offers issuance of Official Transcripts of Records (OTR) through mail and
online, providing convenient access for students and alumni who cannot request in person. This service ensures secure
delivery of authenticated academic records for educational, professional, or personal purposes.

Office or Division

Classification
Type of Transaction

Who may Avalil

Office of the College Secretary (OCS)

Highly Technical

| G2C

UPTC graduates (also for active and inactive UPTC students) as of Second Semester AY

2022-2023 and onwards
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UPTC students who graduated, active or inactive before SS AY 2022-2023 requests for OTR
from UP Visayas through this link: https://crs.upv.edu.ph/documentrequest/

Checklist of Requirements Where to Secure
1. College Clearance Office of the College Secretary
2. Valid Identification Card Provided by client
3. Authorization letter to mail documents (if applicable) Provided by client
4. Request Letter from school (if for further studies/ if for transfer Provided by client
credentials purposes)
5. Barangay Certification for first-time job seekers (if for employment Provided by client
purposes)
For representative: Provided by client
1. Duly signed authorization letter from the student Provided by client
2. Photocopy of valid identification card of the student Provided by client

3. Valid identification card of the representative

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Email request for OTR to 1. Acknowledge receipt of email and send Staff
OCS at . : None 2 Days
list of requirements. OCS
ocs.uptacloban@up.edu.ph
2. Send required 2.1 Receive and check required
documents to OCS. documents. Staff
2.2 Search records None 3 Hours
OCSs
2.3 Assess fees
2.4 Issue assessment of fees
3. Pay fees online through P50/page 3 Hours
the UPTC LBP account . .
) 3.1 Receive proof of payment and send a - Collecting
and emails the proof of . . Mailing .
copy to the Cash Office with the Officer
payment to OCS. . Fee — JRS .
assessment details. rate Cash Office
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Bank details: LandBank of Admin
the Philippines (LBP) Cost—£10
Branch: Sagkahan Branch Envelope
Address: Sagkahan, Fee — P10
Tacloban City
Account Name: UPV
Tacloban College
Account No: 0182-1056-19
3.2 Validate the proof of payment and 2 Banking Collecting
issue an Official Receipt to the student. None Days, 30 Officer
Minutes Cash Office
4. Send Official Receiptto | 4.1 Receive and check the Official Receipt None 15 Days Staff
the OCS and processes the OTR OCS
College
4.2 Sign the requested OTR None 1 Hour Secrgtary &
Registrar
OCS
5. Receive requested OTR | 5. Prepare OTR for mailing and forwards Staff
or waits for the delivery of | to the office in-charge of outgoing None 30 Minutes oCS
the documents documents.
P50/page
TOTAL pl.u.s 19 Days, 8
mailing Hours
fees
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3. Issuance of True Copy of Grades (TCG) In Person

The Office of the College Secretary and Registrar provides in-person issuance of True Copies of Grades (TCG) for current
students, inactive students and alumni. This service allows immediate access to verified academic records for enroliment,
scholarship, or other official purposes.

Office or Division | Office of the College Secretary (OCS)
Classification | Simple

Who may Avail UPTC graduates (also for active and inactive UPTC students)
Checklist of Requirements Where to Secure

1. College Clearance Office of the College Secretary
2. Valid Identification Card Provided by client
3. Authorization letter to mail documents (if applicable) Provided by client

For representative:

1. Duly signed authorization letter from the student Provided by client
2. Photocopy of valid identification card of the student Provided by client
3. Valid identification card of the representative Provided by client
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Proceed to the OCS. 1.1 Receive and check required
documents. Staff
1.2 Search records None 1 hour
OoCs
1.3 Assess fees
1.4 Issue assessment of fees
2. Pay fees in-person at . Collecting
the Cash Office 2. R(_ecelve payment and. assessment PHP 30 Minutes Officer
details then issue an Official Receipt. 50/page ,
Cash Office
3. Submit Official Receipt 3.1 Receive and check the Official Receipt None 1Da Staff
to the OCS and processes the TCG y OCS
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College
3.2 Sign the requested TCG None 1 Hour Secre_tary &
Registrar
OCS
4. Receive requested TCG 4. Issue requested TCG None 10 Minutes gtélg
1 Day, 2 Hours,
TOTAL | P50/page 40 Minutes

4. Issuance of True Copy of Grades (TCG) Through Mail and Online

The Office of the College Secretary and Registrar offers issuance of True Copies of Grades (TCG) through mail and online,
providing convenient access for students and alumni who cannot request in person. This service ensures secure and
authenticated delivery of official academic records for enrollment, scholarship, or other official requirements.

Office or Division Office of the College Secretary (OCS)

Classification Simple
Type of Transaction | G2C
Who may Avail \ UPTC graduates (also for active and inactive UPTC students)
Checklist of Requirements Where to Secure

1. College Clearance Office of the College Secretary
2. Valid Identification Card Provided by client
3. Authorization letter to mail documents (if applicable) Provided by client

For representative:
1. Duly signed authorization letter from the student Provided by client
2. Photocopy of valid identification card of the student Provided by client

3. Valid identification card of the representative Provided by client
FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
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1. Email request for TCG to

1. Acknowledge receipt of email and send

OCS at list of requirements. None 1 Hour Staff
OCs
ocs.uptacloban@up.edu.ph
2. Send required 2.1 Receive and checks required
documents to OCS. documents. Staff
2.2 Search records None 1 Day
OCs
2.3 Assess fees
2.4 Issue assessment of fees
3. Pay fees online through
the UPTC LBP account #50/page
and emails the proof of
payment to OCS. Mailing
Fee — JRS 1 Day
Bank details: LandBank of | 3.1 Receive proof of payment and send a rate Staff
the Philippines (LBP) copy to the Cash Office with the oCS
Branch: Sagkahan Branch | assessment details. Admin
Address: Sagkahan, Cost —
Tacloban City £10
Account Name: UPV Envelope
Tacloban College Fee — P10
Account No: 0182-1056-19
. 2 Banking Collecting
3.2 Validate the proof of payment and .
issues an Official Receipt to the student None Days, 30 Officer
' Minutes Cash Office
4. Send Official Receiptto | 4.1 Receive and check the Official Receipt None 1 Da Staff
the OCS and processes the TCG y OCS
College
4.2 Sign the requested TCG None 1 Hour Secrgtary &
Registrar
OCS
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5. Receive requested TCG | 5. Issue requested TCG through email or Staff

or waits for the delivery of | prepare TCG for mailing and forward to the None 30 Minutes
L . OCs

the documents office in-charge of outgoing documents.
PSO{B:ge 5 Days, 3
ToTAL | P Hours, 30
mailing .
Minutes
fees

5. Authentication of Academic Documents (OTR, Diploma and Other Documents) In Person

The Office of the College Secretary and Registrar provides in-person authentication of academic documents, including
Official Transcripts of Records (OTR), diplomas, and other official records. This service verifies the legitimacy of documents

for legal, educational, or professional purposes.

Office or Division Office of the College Secretary (OCS)
Classification Simple

Type of Transaction G2C

Who may Avail \ UPTC graduates

Checklist of Requirements Where to Secure

1. Original copies of documents to be authenticated Provided by client
2. Valid Identification Card Provided by client
3. Authorization letter to mail documents (if applicable) Provided by client
For representative:

1. Duly signed authorization letter from the student Provided by client
2. Photocopy of valid identification card of the student Provided by client
3. Valid identification card of the representative Provided by client

FEESTO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
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1. Proceed to the OCS 1.1 Receive and check required
documents. Staff
1.2 Search records None 1 hour
OCSs
1.3 Assess fees
1.4 Issue assessment of fees
2. Pay fees in-person at 2 Receive pavment and assessment Collecting
the Cash Office o pay - . P20/page 30 Minutes Officer
details then issue an Official Receipt. ,
Cash Office
3. Submit Official Receipt 3.1 Receive and check the Official Receipt Staff
to the OCS and processes the authentication of None 1 Day 0OCS
documents
College
3.2 Sign the requested document None 1 Hour Secrgtary &
Registrar
OCS
4. Receive authenticated 4. Issue the authenticated documents None 10 Minutes Staff
documents OCSs
1 Day, 2 Hours,
TOTAL | P20/page 40 Minutes

6. Authentication Of Academic Documents (OTR, Diploma and Other Documents) Through Mail and

Online

The Office of the College Secretary and Registrar offers authentication of academic documents, including Official Transcripts of
Records (OTR), diplomas, and other official records, through mail and online. This service ensures secure verification and delivery of
documents for legal, educational, or professional purposes.

Office or Division

Classification
Type of Transaction

Office of the College Secretary (OCS)

Simple

G2C
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Who may Avail graduates
Checklist of Requirements Where to Secure
1. Original copies of documents to be authenticated Provided by client
2. Valid Identification Card Provided by client
3. Authorization letter to mail documents (if applicable) Provided by client

For representative:

1. Duly signed authorization letter from the student Provided by client
2. Photocopy of valid identification card of the student Provided by client
3. Valid identification card of the representative Provided by client

FEESTO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

CLIENT STEPS AGENCY ACTION

1. Email request for . . .
L 1. Acknowledge receipt of email and send list

authentication to OCS at . Staff

ocs.uptacloban@up.edu. of requirements. None 1 Hour 0CS

ph

2. Send required 2.1 Receive and check required documents

documents to the OCS 2.2 Search records Staff
2.3 Assess fees None 1 Day OCS
2.4 Issue assessment of fees

3. Pay fees online

through the UPTC LBP P20/page

account and emails the Mailin

proof of payment to Fee — J%S

OCS. 3.1 Receive proof of payment and send a rate Staff

Bank details: LandBank gopy_ to the Cash Office with the assessment _ 1 Day oCS

o etails. Admin

of the Philippines (LBP) Cost —

Branch: Sagkahan 210

Branch . Envelope

Address: Sagkahan, Fee — P10

Tacloban City
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Account Name: UPV
Tacloban College
Account No.: 0182-
1056-19
3.2 Validate the proof of payment and issue 2 Banking Days, Colleptmg
o . None . Officer
an Official Receipt to the student. 30 Minutes :
Cash Office
4. Send Official Receipt | 4.1 Receive and check the Official Receipt Staff
to the OCS and processes the authentication of None 1 Day oCS
documents
College
4.2 Sign the requested document None 1 Hour Secrgtary &
Registrar
OCS
5. Receive requested 5. Issue the authenticated documents or
authenticated prepare documents for mailing and forwards Staff
documents or waits for to the office in-charge of outgoing None 1 Hour
. OCS
the delivery of the documents.
documents
P20|/E§lge 5 Days, 3
ToTAL| PU Hours, 30
mailing )
Minutes
fees
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7. Issuance of Certifications (Enrollment, Graduation, GWA, Certificate of Transfer Credentials,
Medium of Instruction, etc.) In Person

The Office of the College Secretary and Registrar provides in-person issuance of various certifications, including enrollment, graduation,
GWA, transfer credentials, and medium of instruction. This service ensures students and alumni receive authenticated documents for
academic, professional, or official purposes.

Office or Division Office of the College Secretary (OCS)
Classification Simple

Type of Transaction G2C
Who may Avail Active and inactive UPTC students and UPTC graduates

Checklist of Requirements Where to Secure
1. College Clearance (if applicable) Office of the College Secretary
2. Valid Identification Card Provided by client
3. Authorization letter to mail documents (if applicable) Provided by client

For representative:

1. Duly signed authorization letter from the student Provided by client
2. Photocopy of valid identification card of the student Provided by client
3. Valid identification card of the representative Provided by client
FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Proceed to the OCS. | 1.1 Receive and check required documents.
1.2 Search records. None 1 hour Staff
1.3 Assess fees. OCSs
1.4 Issue assessment of fees.
£100/cop
2. Pay fees in-person at | 2. Receive payment and assessment details Cy GWA : Colle_ctlng
. . - . ertificatio 30 Minutes Officer
the Cash Office. then issue an Official Receipt. N Cash Office
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P50/copy
other
certificatio
ns
3. Submit Official 3.1 Receive and check the Official Receipt and None 1 Da Staff
Receipt to the OCS. process the requested document. y OCSs
College
3.2 Sign the requested document. None 1 Hour Secre_tary &
Registrar
OCS
3' Receive requested 4. Issue requested document/s. None 10 Minutes Staff
ocument/s. OCS
P50 to 1 Day, 2
TOTAL PHP Hours, 40
100/copy Minutes

7. Issuance of Certifications Through Mail and Online

The Office of the College Secretary and Registrar offers issuance of various certifications, including enrollment, graduation,
GWA, transfer credentials, and medium of instruction, through mail and online. This service provides secure and convenient
access to authenticated documents for academic, professional, or official purposes.

Office or Division Office of the College Secretary (OCS)

Classification Simple

Type of Transaction G2C

Who may Avail Active and inactive UPTC students and UPTC graduates
Checklist of Requirements Where to Secure

1. College Clearance (if applicable) Office of the College Secretary

2. Valid Identification Card Provided by client

3. Authorization letter to mail documents (if applicable) Provided by client
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For representative:

1. Duly signed authorization letter from the student
2. Photocopy of valid identification card of the student
3. Valid identification card of the representative

CLIENT STEPS

AGENCY ACTION

Provided by client
Provided by client
Provided by client

FEES TO

PROCESSING

PERSON

1. Email request for

1. Acknowledge receipt of email and send list

BE PAID

TIME

RESPONSIBLE

document to OCS at of requirements None 1 Hour Staff
ocs.uptacloban@up.edu. 9 ' OCs
ph
2.1 Receive and check required documents.
2. Send required 2.2 Search records None 1 Da Staff
documents to OCS. 2.3 Assess fees y OCS
2.4 Issue assessment of fees
3. Pay fees online £100/copy
through the UPTC LBP GWA
account and emails the Certification
proof of payment to
OcCs. P50/copy
other
- P 1 Day
Bank details: LandBank . certification
o 3.1 Receive proof of payment and send a
of the Philippines (LBP) ) . S Staff
) copy to the Cash Office with the assessment
Branch: Sagkahan : OCSs
details. .
Branch Mailing Fee
Address: Sagkahan, — JRS rate
Tacloban City
Account Name: UPV Admin Cost
Tacloban College - P10
Account No.: 0182- Envelope
1056-19 Fee — P10
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3.2 Validate the proof of payment and issue 2 Banking Colleptmg
an Official Receipt to the student None Da_Lys, 30 Off|cer_
' Minutes Cash Office
4. Send Official Receipt | 4.1 Receive and check the Official Receipt None 1 Day Staff
to the OCS and processes the requested document OCS
College
4.2 Sign the requested document None 1 Hour Sgcrgtary &
egistrar
OCS
5. Receive requested 5. Issue the requested document/s through
documents through email or prepare document/s for mailing and Staff
email or waits for the forward to the office in-charge of outgoing None 30 Minutes oCS
delivery of the documents.
documents.
P50 to PHP
100/copy 5 Days, 3
TOTAL plus Hours, 30
mailing Minutes
fees

8. Issuance of Original Diploma In Person

The Office of the College Secretary and Registrar provides in-person issuance of original diplomas to graduates. This
service ensures the secure and official release of diplomas for personal, academic, or professional use.

Office or Division

Classification
Type of Transaction
Who may Avail

Office of the College Secretary (OCS)

Simple

G2C

| UPTC Alumni
Checklist of Requirements
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1. College Clearance Office of the College Secretary
2. Valid Identification Card Provided by client
For representative:
1. Duly signed authorization letter from the student Provided by client
2. Photocopy of valid identification card of the student Provided by client
3. Valid identification card of the representative Provided by client
FEES TO PROCESSING PERSON
1. Proceed to the OCS 1.1 Receive and check required documents None 1 hour Staff
1.2 Search records OCS
2. Receive original 2. Issue the original diploma Staff
diploma and signs on the None 10 Minutes
o OCS
student’s jacket
TOTAL| None 1 Hour, 10
Minutes

9. Issuance of Original Diploma Through Mail

The Office of the College Secretary and Registrar offers issuance of original diplomas through mail for graduates who cannot
claim them in person. This service ensures secure and official delivery of diplomas for personal, academic, or professional

use.

Office or Division Office of the College Secretary (OCS)

Classification Simple

Type of Transaction G2C

Who may Avalil \ Active and inactive UPTC students and UPTC graduates

Checklist of Requirements Where to Secure
1. College Clearance (if applicable) Office of the College Secretary
2. Valid Identification Card Provided by client
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For representative:

1. Email request for
issuance of diploma to the

3. Authorization letter to mail documents (if applicable)

1. Duly signed authorization letter from the student
2. Photocopy of valid identification card of the student

3. Valid identification card of the representative Provided by client
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Acknowledge receipt of email and send list

Provided by client

Provided by client
Provided by client

Account Name: UPV
Tacloban College
Account No: 0182-1056-
19

OCS at of requirements. None 1 Hour Staff
OCS
ocs.uptacloban@up.edu.p
h
2.1 Receive and check required documents.
2. Send required 2.2 Search records. None 1 Da Staff
documents to OCS. 2.3 Assess fees. y OCS
2.4 Issue assessment of fees.
3. Pay fees online through Mailin
the UPTC LBP account g
: Fee —
and emails the proof of IRS rate
payment to OCS.
- Admin 1 Day
Bank detg_lls._ LandBank 3.1 Receive proof of payment and sends a Cost —
of the Philippines (LBP) . . Staff
. copy to the Cash Office with the assessment £10
Branch: Sagkahan Branch . OCs
) details. Envelope
Address: Sagkahan, £
Tacloban City ee -
£10
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3.2 Validate the proof of payment and issue 2 Banking Colleptmg
an Official Receipt to the student None Da_Lys, 30 Offlcer_
' Minutes Cash Office
4. Send Official Receipt to | 4. Receive and check the Official Receipt and None 1 Day Staff
the OCS. prepare the diploma for mailing. OCS
gi.pFI{oer?lzl\(/)er \(/)vggi]tlst]?cir the 5. Forwa_er the diploma to the office in-charge None 10 Minutes Staff
delivery of the documents. of outgoing documents, OCS
P150 to
P176 4 Days, 1
TOTAL plus Hour, 30
mailing Minutes
fee

10. Issuance of English Translation of Diploma In Person

The Office of the College Secretary and Registrar provides in-person issuance of English translations of diplomas. This
service ensures graduates receive officially certified translations for academic, professional, or legal purposes.

Office or Division Office of the College Secretary (OCS)

Classification Simple

Type of Transaction G2C

Who may Avail \ UPTC graduates
Checklist of Requirements
1. Original copy of diploma

2. Valid Identification Card Provided by client

3. Authorization letter to mail documents (if applicable) Provided by client
Provided by client

Where to Secure

For representative:
1. Duly signed authorization letter from the student
2. Photocopy of valid identification card of the student Provided by client
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3. Valid identification card of the representative

CLIENT STEPS

AGENCY ACTION

Provided by client
Provided by client

FEES TO
BE PAID

PROCESSING

TIME

PERSON

RESPONSIBLE

1.1 Receive and check required documents.

1.2 Search records. Staff
1. Proceed to OCS. 1.3 Assess fees. None 1 hour oCS
1.4 Issue assessment of fees.
2. Pay fees in-person at 2. Receive payment and assessment details : Collepting
: . N - : P50/copy 30 Minutes Officer
the Cash Office. then issues an Official Receipt. :
Cash Office
3. Submit Official Receipt | 3.1 Receive and check the Official Receipt None 1 Da Staff
to OCS. and processes the requested document. y OCS
College
3.2 Sign the requested document. None 1 Hour Secrgtary &
Registrar
OCS
4. Receive requested 4. Issue requested document/s. None 10 Minutes Staff
document/s. OCS
1 Day, 2
P50/cop Hours, 40
y Minutes
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11. Issuance of English Translation of Diploma Through Mail and Online

The Office of the College Secretary and Registrar offers issuance of English translations of diplomas through mail and
online. This service provides secure and convenient access to officially certified translations for academic, professional, or
legal purposes.

Office or Division Office of the College Secretary (OCS)
Classification Simple
Type of Transaction G2C

Who may Avail | UPTC graduates
Checklist of Requirements Where to Secure
1. Original copy of diploma Provided by client
2. Valid Identification Card Provided by client
3. Authorization letter to mail documents (if applicable) Provided by client
For representative:
1. Duly signed authorization letter from the student Provided by client
2. Photocopy of valid identification card of the student Provided by client
3. Valid identification card of the representative Provided by client
FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Email request to OCS
at 1. Acknowledge receipt of email and send list None 1 Day Staff
ocs.uptacloban@up.edu.p | of requirements. OCs
h
. 2.1 Receive and check required documents.

2. Send required 2.2 Search records. | None 1 Hour Staff
documents to OCS. OCS

2.3 Assess fees.
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2.4 Issue assessment of fees.

3. Pay fees online through

the UPTC LBP account #50/copy
and emails the proof of
payment to OCS. Mailing
Fee —
Bank details: LandBank 3.1 Receive proof of payment and send a JRS rate
of the Philippines (LBP) cbpy to the Cash Office with the assessment 1 Day Staff
Branch: Sagkahan Branch details Admin OCs
Address: Sagkahan, ' Cost —
Tacloban City £10
Account Name: UPV Envelope
Tacloban College Fee —
Account No.: 0182-1056- P10
19
3.2. Validate the proof of payment and issue 2 Banking Colleptmg
an Official Receipt to the student None Days, 30 Officer
' Minutes Cash Office
4. Send Official Receipt to | 4.1. Receive and check the Official Receipt None 1 Day Staff
the OCS. and processes the requested document. OCS
College
4.2. Sign the requested document. None 1 Hour Secrgtary &
Registrar
OCSs
5. Receives requested 5. Issues requested English Translation of
documents through email | Diploma or prepares document for mailing None 30 Minutes Staff
or waits for the delivery of | and forwards to the office in-charge of OCs
the documents. outgoing documents.
P50/cop
TOTAL | YPlus 5 Days, 3
mailing Hours
fees
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The Office of the College Secretary and Registrar provides student record verification through email. This service allows
secure and convenient confirmation of academic records for employment, enrollment, or other official purposes.

Office or Division

Office of the College Secretary (OCS)

Classification

Simple

Type of Transaction

G2C

Who may Avail

UPTC graduates

Checklist of Requirements

1. Verification letter-request
2. Verification Form

4. Proof of payment
CLIENT STEPS
1. Email request to OCS

3. Authorization Letter of the Student being verified

AGENCY ACTION

1. Acknowledge receipt of email and send list

Where to Secure

Provided by client
Provided by client
Provided by client
Provided by client

FEESTO PROCESSING

BE PAID

TIME

PERSON
RESPONSIBLE

payment to OCS.

details.

at of requirements None 1 Hour Staff
ocs.uptacloban@up.edu.p 9 ' OCs
h
2.1 Receive and check required documents.
. 2.2 Search records.
2. Send required 2.3 Assess fees. None 1 Day Staff
documents to OCS. OCSs
2.4 Issue assessment of fees.
2.5 Fill out the verification form.
3. Pay fees online through
the UPTC LBP account 3.1 Receive proof of payment and send a Staff
and emails the proof of copy to the Cash Office with the assessment £100 1 Day oCS
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Bank details: LandBank
of the Philippines (LBP)
Branch: Sagkahan Branch
Address: Sagkahan,
Tacloban City

Account Name: UPV
Tacloban College
Account No.: 0182-1056-
19

3.2 Validate the proof of payment and issue 2 Banking Collectina Officer
an Official Receipt to the requesting None Days, 30 g~
: Cash Office
agency/company. Minutes
4. Send Official Receipt to | 4.1 Receive and check the Official Receipt None 1 Da Staff
the OCS and prints the accomplished verification form. y OCSs
College
4.2 Sign the student verification form. None 1 Hour Secrgtary &
Registrar
OCS
5. Receive verification 5. Scan the verification result and send the None 30 Minutes Staff
results through email. document through email. OCS
TOTAL | P100 5 Days, 3
Hours
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13. Application For Readmission (Absence Without Leave, Permanent Disqualification Status,
Applied Waiver of Maximum Residency Rule (MRR))

This service allows students who were on Absence Without Leave (AWOL), previously placed under Permanent
Disqualification status, or who exceeded the prescribed Maximum Residency Rule (MRR) to formally apply for readmission
to the College. The Office of the College Secretary and Registrar processes the evaluation of requirements and
endorsements to determine eligibility for reinstatement in accordance with existing academic policies and regulations.

Office or Division

Office of the College Secretary (OCS)

Classification Simple

Type of Transaction G2C

Who may Avail Students from AWOL status
Checklist of Requirements
. Letter-request for readmission

. Accomplished readmission form

. Recommendation Letter

. Study Plan

. Endorsement Letter

. Endorsement/Assessment result (if applicable)

. Medical Certificate (if applicable)

. Certificate of Employment (if applicable)

. Class Standing

10. True Copy of Grades

11. Approved waiver of MRR (if applicable

CLIENT STEPS

1. Send letter-request for
readmission and
accomplished readmission
form to the OCS.

OCOoO~NOUIDAWNPEF

AGENCY ACTION

1.1 Receive request and prepare the true
copy of grades and class standing and

forward it to the division/program adviser.

Where to Secure
Provided by client

Office of the College Secretary
Program Adviser

Program Adviser

Division Chair

Guidance Office

Provided by client

Provided by client

Office of the College Secretary
Office of the College Secretary
Office of the College Secretar

FEESTO PROCESSIN PERSON
BE PAID G TIME RESPONSIBLE
Staff
None 1 Day ocCS
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1.2 Evaluate the record of the student,

prepare recommendation letter and study None 5 Days Program adviser
plan then forward to the Division Chair.
1.3 Prepare endorsement and forward it to None 1 Day Division Chair
the College Secretary.
College
1.4 Forward endorsement to the Office of Secretary &
. None 1 Day .
the Dean for action. Registrar
OCS
Dean
1.5 Act on the request and forwards the None 2 Days Office of the
result to the OCS.
Dean
2. R?‘CE!VG the result .Of Fhe 2.1 Send the result to the student. None 10 Minutes Staff
application for readmission. OCS
3. Confirm and pay
readmission fee in-person
at the Cash Office or pays
online through the UPTC
LBP account and email the
proof of payment to OCS. 3.1 Payment in person: Receive payment
- and assessment details then issue an . Collecting Officer
Bank d_e_ztal_ls. LandBank of Official Receipt. Then, input payment details P225.00 30 Minutes Cash Office
the Philippines (LBP) in CRS
Branch: Sagkahan Branch '
Address: Sagkahan,
Tacloban City
Account Name: UPV
Tacloban College
Account No: 0182-1056-19
3.2. Payment through bank account: Staff
Receive proof of payment and send a copy P225.00 1 Day OCS
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to the Cash Office with the assessment

details.
3.3 Validate the proof of payment and issue 2 Banking . .
official receipt to the student. Then, input None Days and 30 Collecting folcer
e . Cash Office
payment details in CRS. Minutes
4. Receive Admission Slip . . . . Staff
through email. 4. Send Admission Slip through email None 30 Minutes oCS
13 Days, 1
TOTAL | P225.00 Hour, 40
Minutes

14. Application For Waiver of Maximum Residence Rule (MRR)

This service allows students who have exceeded the prescribed Maximum Residency Rule (MRR) to formally request a
waiver to continue and complete their academic program. The Office of the College Secretary and Registrar evaluates the
submitted requirements and endorses the application in accordance with existing academic policies and approval
procedures.

Office or Division Office of the College Secretary (OCS)
Classification Simple
Type of Transaction G2C
Who may Avail Students who are already beyond the maximum residence in UP.
Checklist of Requirements Where to Secure
1. Letter-request for waiver of Maximum Residence Rule (MRR) Provided by client
addressed to the Dean

2. Application for waiver of MRR form

Office of the College Secretar

FEESTO PROCESSIN PERSON
CLIENT STEPS AGENCY ACTION BE PAID G TIME RESPONSIBLE
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1. Accomplish the
application for waiver of

1. Receive and verify the information on the
waiver of MRR form and send it back to the

MRR form and sends the student. None 1 Day Program adviser
form to the program
adviser
MRR form to the OCS ppiicatl prep y y ocs
academic performance of the student.
2.2. Evaluate the student records and sign College
. Secretary &
the summary of academic performance of None 1 Day .
o Registrar
the student and forward to the Division. oCS
2.3. Prepare endorsement and forward and
sign the summary of academic performance None 1 Day Division Chair
of the student and forwards to OCS.
2.4. Forward endorsement to the Associate None 30 Minutes Staff
Dean for Academic Affairs. OCS
2.5. Recommend and sign the summary of Associate Dean
academic performance of the student and None 1 Day for Academic
forwards it to the Dean. Affairs
N Dean
2.6. Act on the application and forward to None 2 Days Office of the
ocCs.
Dean
3. Receive the result of the Staff
application and proceed to | 3. Send the result through email None 30 Minutes oCS
apply for readmission
TOTAL | None 7 Days, 1
Hour
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15. Application For Leave of Absence (LOA)

This service allows students to formally request approval for a Leave of Absence (LOA) for a specified academic term due to
valid personal, medical, or other justified reasons. The Office of the College Secretary and Registrar processes the
application, verifies compliance with academic policies, and records the approved leave in the student’s official academic
records.

Office or Division | Office of the College Secretary (OCS)

Classification Simple
Type of Transaction G2C
Who may Avail Students who are planning to file for Leave of Absence.

Checklist of Requirements Where to Secure
1. Leave of Absence Form Office of the College Secretary
2. Payment Cashier
3. Medical Clearance (if applicable) Health Services Unit
4. Certificate of No pending case Office of Student Affairs
5. Clearance Office of the College Secretar

FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

CLIENT STEPS AGENCY ACTION

1. Download. fill out LOA 1.1 Evaluate records and fills in form
: ’ 1.1.a If NOT eligible for LOA, inform the
form, and forward form and : Staff
) student. None 30 Minutes

required documents to .- . OCSs
1.1.b If eligible for LOA, issue assessment of

oCs
fees to student

2. Pay fees in-person at

the Cash Office or pays

online through the UPTC 2.1 Receive proof of payment and send a Staff

LBP account and emails copy to the Cash Office with the assessment £150 10 Minutes 0OCS

the proof of payment to details

oCs
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Bank details: LandBank of
the Philippines (LBP)
Branch: Sagkahan Branch
Address: Sagkahan,
Tacloban City

Account Name: UPV
Tacloban College

Account No: 0182-1056-19

in person - 30

2.2 Validate the proof of payment and issue Minutes Collecting
an official receipt to the student. None . Officer
online - 2 .
: Cash Office
Banking Days
and 30 Minutes
3. Receive and check the Official Receipt
and
- . checks if the student is enrolled or not.
3. Send Official Receipt to If enrolled, fill out the form and return to None 1 Hour Staff
the OCS. OoCSs
student
If not enrolled, forward form to the Division
for action.
4. If enrolled, request the
class st_andlng from all 4.1 Forward form to Division for action of the Staff
course instructors, and . None 1 Day
Program Adviser. OCs
forward the complete set of
responses to OCS.
4.2 Act on the LOA application of the student Program
and forward the document to the Dean for None 1 Day Adviser/
final action Division Staff
L Dean
4.3 Act on the LOA application of the student ,
and forward to the OCS None 1 Day Ofﬂgee;):]the
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5 Receive the result of the 5. Update the enrollment status of the Staff
A student in the CRS and send a copy of the None 1 Hour
application for LOA. OCS
result to the student.
5 Days, 3
TOTAL P150 Hours, 40
Minutes

16. Issuance of Admission Slip

This service provides new first year students and transferees with an official Admission Slip required for registration,
enrollment validation, or other academic transactions. The Office of the College Secretary and Registrar prepares and
releases the document upon verification of the student’s academic and administrative compliance.

Office or Division

Office of the College Secretary (OCS)

Classification Simple

Type of Transaction G2C

Who may Avail | New first year students
Checklist of Requirements
For New/Beginning First Year students (Undergraduate Program):
1. Notice of Admission

2. Student Directory

3. 1 pc 2"x2” size photo

4. Original High School Card (Form 138)

5. Original Permanent Record (Form 137)

6. Original PSA Copy of Birth Certificate

7. Medical Certificate

8. UPTC Guidance Office Certification

9. Bridge Program Certificate (if applicable)

10. Marriage Contract (for married female students only)

Where to Secure

Office of the College Secretary

Office of the College Secretary
Provided by client

Provided by client

Provided by client

Provided by client

Provided by client

Office of Student Affairs

Teaching & Learning Resource Center
Provided by client
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For New/Beginning First Year students (Graduate Program):
1. Notice of Admission

2. Student Directory

3. 1 pc 2”x2” size photo

4. Certificate of Honorable Dismissal/Certificate of Transfer Credential or

Affidavit of non-enrollment for UP graduates who did not enroll in other
schools after graduation

5. Original copy of valid Official Transcript of Records

6. Original PSA Copy of Birth Certificate

7. Medical Certificate

8. Marriage Contract (for married female students only)

For New Transfer/Second Degree/Non-Degree/Special Students:

. Student Directory

. 1 pc 2°x2” size photo

. Certificate of Honorable Dismissal/Certificate of Transfer Credential
. Original copy of valid Official Transcript of Records

. Original PSA Copy of Birth Certificate

. Medical Certificate

. UPTC Guidance Office Certification

. Marriage Contract (for married female students only)

O~NO OIS WNE

Additional Requirements (for Transfer Students from UP Constituent
Units)

1. Approved Permit to Transfer

2. University and College Clearances

Additional Requirements for Foreign Students
1. Official TOEFL results

2. Valid passport and acceptable visa

3. Alien Certificate of Registration or ID

Office of the College Secretary
Office of the College Secretary
Provided by client
Provided by client

Provided by client
Provided by client
Provided by client
Provided by client

Office of the College Secretary
Provided by client

Provided by client

Provided by client

Provided by client

Provided by client

Office of Student Affairs
Provided by client

Provided by client
Provided by client

Provided by client
Provided by client
Provided by client
Provided by client
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4. Certificate of Identification or Updated Philippine Passport for Students

with Dual Citizenship
FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submit requirements to
the OCS through the UPTC . . Staff
drop box or through 1.1 Acknowledge receipt through email. None 2 Days 0oCS
courier.
1.2 Evaluate all the requirements. None 3 Days Staff
OCS
2. Receive Admission Slip . . . . Staff
through email. 2. Send Admission Slip through email. None 30 Minutes oCS
TOTAL | None 4 bays, 30
Minutes

17. Enrollment

This service facilitates the official enrollment of students for a specific academic term in accordance with approved curricula,
academic policies, and registration schedules. The Office of the College Secretary and Registrar verifies student eligibility,
records enrolled courses, and issues the corresponding proof of enroliment.

Office or Division Office of the College Secretary (OCS)

Classification Simple

Type of Transaction G2C

Who may Avail | Active students
Checklist of Requirements Where to Secure

1. Admission Slip (for new First Year students only) Office of the College Secretary

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Confirm enlisted subjects
in the CRS.

Division Staff

1.1 Assign program adviser in the CRS.
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1.2 Validate confirmed subjects. None 1 Hour Program
adviser
1.3 Encode scholarship/free tuition Staff
; None 1 Hour
tagging. OSA
1.4 Process assessment of fees. None 1 Hour Division Staff
2. With amount due: Pay
fees in-person at the Cash
Office or pays online through
the UPTC LBP account and
emails the proof of payment
to OCS.
Bank details: LandBank of 2.1 Payment in person: Recei_ve payment Collecting
the Phll.lpplnes (LBP) ano_l assessment deta|I§ then issue an Variable 30 Minutes Officer
Branch: Sagkahan Branch Official Receipt. Then, input payment Cash Office f
Address: Sagkahan, details in CRS.
Tacloban City
Account Name: UPV
Tacloban College
Account No: 0182-1056-19
Free tuition: proceeds to the
next step
2.2 Payment through bank account:
Receive proof of payment and send a , Staff
copy to the Cash Office with the Variable 1 Day OCs
assessment details.
2.2.a Validate the proof of payment and 2 Banking Collecting
issue official receipt to the student. Then, None Days and 30 Officer
input payment details in CRS. Minutes Cash Office
3. Confirm Form 5 in the 3.1 Generate Form 5. None 1 Hour Division Staff

CRS.
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3.2 Confirm Form 5. None 1 Hour Program
adviser
. ) Staff
3.3 Confirm and prints Form 5. None 1 Day 0CS
TOTAL | Variable 4 Days, 7
Hours

18. Application For Shifting

This service allows students to formally apply for shifting from one academic program to another within the College, subject
to existing policies and admission requirements of the receiving program. The Office of the College Secretary and Registrar
processes the application, coordinates with the concerned academic units, and records the approved change in the student’s

academic records.

Office or Division Office of the College Secretary (OCS)
Classification Simple
Type of Transaction G2C
Who may Avail Students who are applying for transfer to another degree program.
Checklist of Requirements Where to Secure

1. Accomplished application for shifting form Office of the College Secretary

FEESTO PROCESSIN PERSON

CLIENT STEPS AGENCY ACTION BE PAID G TIME RESPONSIBLE
1. Download and fill out . e .
shifting form and send it to 1.1 Sign shifting form and send it back to None 1 Day Prog.ram
L the student. Adviser

the home division.
1.2 Sign shifting form and send it back to None 1 Day Division Chair
the student.

2. Secure copy of Grades. 2. Print True Copy of Grades and issue to Staff
Student PS0/page 1 Day ocs
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3. Send application for
shifting and True Copy of . L Guidance
Grades to OSA and 3.1 Rece!ve gppllc_atlon and conduct None 3 Days Counselor
consultation/interview
undergo OSA
consultation/interview
3.2 Forward results of consultation and Guidance
None 1 Hour Counselor
other documents to the OCS OSA
3.3 Evaluate if the student is eligible for
shifting
College
If eligible — forward documents to Secretary &
L None 1 Day .
concerned Division Reqistrar
OoCs
If not eligible — inform the student through
email
3.4 Act on the applications and return o .
documents to the OCS. None 2 Days Division Chair
4. Receives result of 4. Receive results from the Division and
application for shifting
through email. If eligible — inform the student through
email and update the degree program of Staff
the student in the CRS. None 1 Day oCS
If not eligible — inform the student through
email.
5. If eligible, c_onﬁrm to 5.1 Change degree program in the CRS. None 1 Hour Staff
proceed to shifting. OCS
5.2 Assign program adviser None 1 Hour Division Staff
TOTAL| None 10 Days, 3
Hours
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20. Application For Admission

This service allows prospective transfer students to formally apply for admission to the College in accordance with
established academic standards, requirements, and selection procedures. The Office of the College Secretary and Registrar
receives and evaluates submitted documents, facilitates the screening process, and issues the official admission decision

upon approval.

Office or Division Office of the College Secretary (OCS)

Classification Simple

Type of Transaction G2C

Who may Avail Students who are applying for transfer to UPTC
Checklist of Requirements Where to Secure

1. Accomplished application for admission form Fill out online application form sent through
email

Provided by client

Provided by client

FEES TO PROCESSING
BE PAID TIME

2. Letter of intent
3. Transcript of Records/True Copy of Grades

CLIENT STEPS AGENCY ACTION

PERSON
RESPONSIBLE

1. Send application and 1.1 Receive application documents,
other requirements to the evaluate and computes GWA of student
OCS through the UPTC drop | and
box or through courier. 1 day within
- o : Staff
If qualified — forward application None the evaluation
L oCs
documents to the concerned Division. schedule

If not qualified — send notice of
disqualification to ineligible applicant.
1.2 Evaluate and act on the application
and forwards the result to the OCS None 3 Days Division Chair
attached with the study plan.
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2. Receive the result of
application fo_r admission 2. Receive the result from the Division and . Staff
through email and send . None 10 Minutes
: : . sends a copy to the student through email. OCSs
confirmation for admission
TOTAL | None 4 Days, 10
Minutes

19. Application For Overload and Underload

This service allows students to formally request approval to enroll in a course load that exceeds or falls below the prescribed
number of academic units for a given term, subject to existing policies and justifiable reasons. The Office of the College
Secretary and Registrar evaluates the application, secures the necessary endorsements, and records the approved load
adjustment in the student’s enroliment records.

Office or Division Office of the College Secretary (OCS)
Classification Simple

Type of Transaction G2C
Students who are planning to take subjects above or below the regular units to be taken in a

particular semester.

Who may Avail

Checklist of Requirements Where to Secure
1. Accomplished application for overload Downloadable from the CRS
2. Plan of Study Program Adviser
3. Medical Certificate (if health reason) Provided by client
4. Copy of schedule of classes and certification Program Adviser
5. Copy of payroll and appointment papers (is employment reasons) Provided by client
6. Certification that states that there are no more courses to take based Program Adviser
on the curriculum (if applicable

FEESTO PROCESSIN PERSON

CLIENT STEPS AGENCY ACTION BE PAID G TIME RESPONSIBLE
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1. Fill out application for 1.1 Evaluate and act on the request.

overload/underload form

and sends it to program If qualified — forwards application

adviser. documents to the Division Chair. None 1 Day Program adviser

If not qualified — sends notice of
disqualification to ineligible applicant.

1.2 Endorse for approval or disapproval of Division
the request for overload or underload and None 1 Hour Chair/Program
forwards to OCS. Coordinator
1.3 Recommend approval or disapproval Sec(::(r)(!teagre &
on the request for overload/underload and None 1 Hour ary
Registrar
forwards to the Dean.
OCs
1.4 Approve or Disapprove the request for None 1 Da Offif:)(fi? the
overload or underload and forward to OCS y Dean
2. Receive a copy of
approved application for 2.Send the result to the student. None 1 Hour OCS Staff*
overload.
TOTAL | None 2 Days, 3
Hours
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20. Application For Dropping

This service allows students to formally request the dropping of a course within the prescribed period in accordance with
academic policies and deadlines. The Office of the College Secretary and Registrar processes the application, secures the
necessary approvals, and updates the student’s official academic records accordingly.

Office or Division | Office of the College Secretary (OCS)
Classification | Simple

Type of Transaction G2C
Who may Avail Students who are planning to drop a subject

. Checklist of Requirements ~ Whereto Secure |

1. Accomplished Dropping Form Downloadable from the CRS

FEESTO PROCESSIN PERSON

CLIENT STEPS AGENCY ACTION BE PAID G TIME RESPONSIBLE

1. Fill out dropping form 1. Receive request and issue assessment of

and request for fees. None 1 Da Staff

assessment of fees to the y OoCs

OCs.

2. Pay fees in-person at

the Cash Office or pays

online through the UPTC : 30

LBP account and emails n prﬁirﬁﬁpe;

the proof of payment to Collectin

OCS 2. Receive and validate the proof of . , cting

. = . £10/unit online - 2 Officer
payment and issue official receipt. : .
- banking days Cash Office

Bank details: LandBank of and 30

the Philippines (LBP) minutes

Branch: Sagkahan Branch

Address: Sagkahan,

Tacloban City
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Account Name: UPV
Tacloban College

Account No: 0182-1056-19

3. Send Official Receipt . , .

: 3.1 Receive, check and sign the dropping Course
and dro_pplng form to the form and forward to the OCS. None 1 Day Instructor
course instructor.

College
. . . Secretary &
3.2 Receive and sign the dropping Form. None 1 Day Registrar
OCS
4. Receive copy of L
approved application for 4. Send a copy of the approved application None 10 Minutes Staff
. for dropping to the student. OCS
dropping.
3 Days, 10
TotAL| FHP | Minutes to 5
10/unit
Days

21. Application For Cross-Registration

This service allows students to formally apply for cross-registration in courses offered by other colleges of other UP System
CUs, subject to approval by both the home and host institutions. The Office of the College Secretary and Registrar
processes the application, coordinates with the receiving institution, and records the authorized cross-registered courses in

the student’s academic records.

Office or Division Office of the College Secretary (OCS)

Classification Simple

Type of Transaction G2C

Who may Avalil \ Students who are planning to cross-register to other UP units.
Checklist of Requirements
1. Accomplished Cross-registration Form

Where to Secure
Downloadable from the CRS
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FEESTO PROCESSIN PERSON
CLIENT STEPS AGENCY ACTION BE PAID G TIME RESPONSIBLE
1. Fill out Cross-
registration Form and 1. Verify subjects to enroll and sign the form None 1 Day Program adviser
sends it to program and returns the form to the student.
adviser.
2. Send the cross- 2.1 Check the submitted form and have it Staff
registration form to the signed by the College Secretary and None 1 Day
. OoCs
OCS. Registrar.
College
2.2 Act on the application to cross-register and Secretary &
send the result to the student. None 1 Day Registrar
OCSs
2.3 Act on the application and forward the .Dean
form to the OCS. None 1 Day Office of the
Dean
3. Receive a copy of 3. Send the result to the student and remind Staff
approved application for | about the documents needed to be submitted None 1 hour oCS
Cross registration. upon return to home college.
TOTAL | None 4 Days, 1
Hour

Page 101 of 281



University of the Philippines Tacloban College

22. Application For Permit to Remove Inc/4.0

This service allows students to formally request a permit to remove an Incomplete (INC) grade or a grade of 4.0 by
completing the required academic work within the prescribed period. The Office of the College Secretary and Registrar
evaluates the request and ensures compliance with academic policies.

Office or Division Office of the College Secretary (OCS)

Classification Simple

Type of Transaction G2C

Who may Avail Students who are planning to remove their INC/4.0
.~ Checklist of Requirements ~ Whereto Secure |

1. Accomplished Permit to Remove INC/4.0 Form Downloadable from the CRS

FEESTO PROCESSIN PERSON

CLIENT STEPS AGENCY ACTION BE PAID G TIME RESPONSIBLE
1. Fill out Permit to 1. Evaluate and recommend request.
Remove Form and
forward to course If without fee, forward to OCS.
: None 1 Day Course Instructor
instructor.

If with fee, inform the student of payment
requirements.

2. Pay fees in-person at

the Cash Office or pays in person - 30

online through the UPTC minutes
LBP account and emails :
the proof of payment to . . #20/ onl_lne "2 . .
2. Receive and validate the proof of payment , banking days | Collecting Officer
OCS ) . . completion :
and issue official receipt. and 30 Cash Office
or removal minutes via
Bank details: LandBank :
o Unionbank,
of the Philippines (LBP) Metrobank
Branch: Sagkahan PNB '

Branch
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Address: Sagkahan,
Tacloban City

Account Name: UPV
Tacloban College
Account No: 0182-1056-
19

3. Receive and forward

3.1 Act on the request and fill out the form

Official Receipt to OCS. | then forward to the College Secretary for None 10 Minutes Cs)télg
approval.
College
3.2 Act on application for permit to remove None 10 Minutes Secrgtary &
INC. Registrar
OCS
4. Receives copy of Staff
approved application for | 4. Sends the approved permit to the student None 10 Minutes oCS
dropping.
3 Days, 1
TOTAL P20 Hour, 30
Minutes
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23. Application For Waiver of Pre-requisite

This service allows students to formally request a waiver of a course prerequisite in order to enroll in a higher-level course,
subject to certain requirement. The Office of the College Secretary and Registrar reviews the application, secures the
necessary endorsements from the concerned faculty, and records the approved waiver in the student’s academic records.

Office or Division Office of the College Secretary (OCS)

Classification Simple

Type of Transaction G2C

Who may Avail Students who are planning to waive prerequisite subjects.
.~ Checklist of Requirements ~ Whereto Secure |

1. Accomplished application for waiver of prerequisite form. Office of the College Secretary

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Fill out the form and 1.1 Receive and evaluate the application
consult with the Program | form.
Adviser, then forward
the form to the Instructor
of the prerequisite
course for evaluation.

1.2 Enrolled or fully attended the pre-requisite

course? Instructor of the
None 1 Day prerequisite

If yes, certify that the student has not passed subject

the prerequisite course but fully attended the

class.

If no, not eligible for waiver of prerequisite,
inform the student.
1.3 Incurred a grade of 5?
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If yes, forward to OSA.

If no, forward to Program Adviser.

1.3 Certify that the student's failure was not Guidance
due to disciplinary action and forward to the None 3 Days Counselor
program adviser. OSA
1._4.E_ndorse the application to the offering None 1 Hour Program
Division. Adviser

1.5 Recommend approval or disapproval on
the request for overload/underload and

forward to the Dean. None 1 Hour Division Chair
. Dean

1.6 Approve or disapprove the request for :

waiver and forward to OCS. None 1 Day Offl[c)zg;‘]the
2. Recelve a copy of 2. Scan and send the result to the student Staff
approval for waiver of throuah email None 1 Hour oCS
prerequisite. 9 '

5 Days, 3

TOTAL None

Hours
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24. Application For Substitution

This service allows students to formally request the substitution of a course with another, subject to approval based on
curriculum requirements and academic policies. The Office of the College Secretary and Registrar evaluates the request,
coordinates with the concerned Division, and records the approved substitution in the student’s official academic records.

Office or Division Office of the College Secretary (OCS)
Classification Simple
Type of Transaction G2C

Who may Avail Students who are planning to apply substitution of subjects.
. Checklist of Requirements ~ Whereto Secure |

1. Accomplished Application for Substitution Form Office of the College Secretary

CLIENT STEPS AGENCY ACTION e e el PERSON

BE PAID G TIME RESPONSIBLE
1. Download, filloutand | 1.1 Check and verify record and forward Staff
forward substitution form | accomplished form through email to the None 1 Day
, : R OCS
to OCS. student’s respective Division.
1.2 Evaluate and act on the request and Program
forward the form to the offering unit. None 1 Day Adviser &
Division Chair
1.3 Evaluate and act on the request and 1 day (if within
forwards to the OCS. UPTC)
None Offering Unit
5 days (if
other UP CU)
1.4 Act on the request and forward to the dean College
None 1 Hour Secre_tary &
Registrar
OCS
1.5 Act on the application for substitution and
forward to the Orél‘,os. None 1 Day Dean
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Office of the

Dean
2. Receive a copy of 2. Receive approved application for Staff
approved application for | substitution and send a copy to the student. None 1 Hour oCS
substitution.
4 Days, 2
TOTAL None Hours to 8
Days

Page 107 of 281




University of the Philippines Tacloban College

COLLEGE LIBRARY
EXTERNAL SERVICES
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1. Access to Online e-Resources

Clients can access the online electronic resources through one-time login in OpenAthens.

Office or Division: UPTC Library

Classification: Simple
Type of Transaction: G2C — Government to Client

Who may avail: UP Students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

To be provided by client

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Open a web browser and type
https://www.openathens.net, click
Login to MyAthens, under Find
your institution, search for and 1. Look into the problem and give
click University of the Philippines f X None 1 working day Head Librarian
. : . . eedback.

Visayas, logs in using his/her UP
email address. If a problem arises,
contact the librarian either in person
or through email, or social accounts.

UP email address

TOTAL None 1 working day
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2. Document Delivery Service — Accessing Book Chapters and Theses Online

Clients can request the scanning of book chapters and thesis online via Document Delivery Service. This is an online library
transaction which allows the external clients to access an electronic copy of some pages of the book (at most 10% of the total
pages of the material). The document will be delivered to the requestor's email address.

Office or Division: UPTC Library
Classification: Simple Transaction

Type of Transaction: G2C - Government to Client
Who may avail: Non-UP clients and UP Students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Non-UP clients — Gmail and letter request sent through email To be provided by client
For UP clients - UP email P y

FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Check Tuklas
(https://tuklas.up.edu.ph) for the 1. Respond to the client’s inquiry.
details of the book/thesis and send | - For non-UP clients, inform them
request by any of the following of the fee they need to pay , .
means: - For UP students, proceed with 1 working day Library Staff
- via the library's email address the scanning of the thesis

(library.uptacloban@up.edu.ph)
- via the library's Facebook

2. For Non-UP Client: Non-UP

Confirm to proceed with the clients: For book:

transaction and pay the research 2.1 Confirm the transaction #50 Staff on Duty

fee (for non-UP clients) receipt and proceed to retrieving 1 minute Circulation Desk
the book/thesis from the shelves. UP

Pay the research fee through students: For thesis:

LinkBiz.portal of Landbank through None Staff on Duty
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this link: https://www.lbp-

2.2 Scan the book/thesis and

Archives Desk

eservices.com/egps/ saves it as a PDF file. None 4 hours
portal/Merchants.jsp. Look for the
“University of the Philippines
Visayas Tacloban College” as the
merchant.
Choose “Accountability” as the
transaction you wish to pay. In the
payment details, choose “Library” 2.3 Send the PDF file to the staff- None 1 minute
as the purpose of payment. Send in-charge through email.
the transaction receipt to the Cash
Office's email address,
cash.uptacloban@up
.edu.ph, and copy furnished the
library at library.uptacloban@u
p.edu.ph.
3. Check the contents of the PDF
file, and upload it in the library's
: e , Google Drive. It should be
3. Wait for the notlflcatloq to view view?ible but not downloadable None 30 minutes Library Staff
the PDF copy of the thesis online. . :
nor printable. Share the link to the
client with temporary access for 7
days only.
1 working
day, 4 hours
TOTAL None and 32
minutes

* https://tuklas.up.edu.ph
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3. Checking-Out (Borrowing) of Books for Home Reading

Borrowing of books for home reading or room use is available to UP employees and students who visit the library. Books may
be re-borrowed provided there are no prior reservations. Undergraduate students can borrow 3 circulation books and 2 reserve
books. Graduate students, on the other hand, can borrow 8 Circulation books and 2 reserve books.

Office or Division: | College Library

Classification:

Type of Transaction:

Who may avail:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
U.P.ID To be provided by client
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Present U.P. ID. 1'.1 R'eqelve .the ID and verify the None 1 minute
client's identity.
1.2 Scan the ID’s barcode in None 1 minute
Buklod to verify records.

2. Present book with signed book 2.1 Receive and check the book None 1 minute Staff on Duty

card. with the signed book card. Circulation Desk,
2.2 Scan the book’s barcode in None 1 minute Reserve Desk,
Buklod for check out. Graduate
2.3 Stamp the due date in the Studies and
book's date due slip and book None 1 minute Reading Room
card, then affix initials.

. . 3. Release book, ID, and send a

3. R(_—:-celve .b(.)Ok’ ID and qonflrm . digital Transaction Receipt to the None 1 minute

receipt of digital Transaction Receipt. | .~ :
client's email.

TOTAL None 6 minutes
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4. Checking-Out (Borrowing) of Books for Photocopying or Room Use

Clients may borrow books for photocopying or room use. This is processed at the Circulation and Reserve Desk.

Office or Division: College Library

Classification: Simple

Type of Transaction: G2C - Government to Citizen

Who may avail: Non-UP clients and UP students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Non-UP clients - Valid ID
UP Students — UP ID or Printed Form 5

To be provided by client

Exit pass Circulation and Reserve Desk of the Library
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Search in Tuklas : . .
(https://tuklas.up.edu.ph) 1.1 Assist the client as needed. None 1 minute
e Ifin open shelves, proceed to 1.2 For books in open shelves,
ot thg book: or P proceed directly in processing the None 1 minute Staff on Dut
9 T book to be borrowed. otairon Duly
1.3 For books in closed shel Circulation Desk,
e Ifin closed shelves, approach | " . Or bOOKS In Closed SheWVes, Reserve Desk
) retrieve the book from the shelves .
the appropriate Desk for . None 1 minute
| and give the book card to the
assistance. client to fill in Staff on Duty
. . - Graduate
2. Fill out the book card/Exit pass 2 Receive the ID and book Studies and
with the necessary data (i.e., card/Exit pass. Check the entries . Reading Room
complete name, name of institution, |. N : 3 minutes
date and time) and give it to the in the card/Exit pass and affix None
nag . signature. The ID will be returned
staff, together with the Valid ID/UP :
D once the book is returned.
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2.1 Stamp the current date, write
"for photocopying” and sign on the None 1 minute
book’s date due slip.
S. Recewe_th_e book which should be 3. Release the book. None 1 minute
returned within the day.
TOTAL None 8 minutes

5. Checking-out (Borrowing) of Periodicals

Clients may borrow periodicals for photocopying or room use only; home borrowing is not permitted. These materials are
located at the Serials Desk.

Office or Division: College Library

Classification: Simple

Type of Transaction: G2C - Government to Citizen

Who may avail: Non-UP client and UP Students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Non-UP clients — Valid ID To be provided by client

For UP Students — UP ID or Form-5

Exit Pass

Serials Desk
FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Proc_eed to S_erlal_s Des_k to inquire if ;.1 L|§ten and check if the periodical None 2 minutes

a certain periodical is available. is available on shelf. Staff on Duty
1.2 Retrieve the periodical from the Serials Desk
shelves and present it to the client for None 1 minute
verification. Coll Olf'b .
1.3 Once verified, instruct the client to None 1 minute oliege Libranan
fill out either a Periodical Slip (for
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room use) or 2 copies of the Exit Pass
(for photocopying).

2. Fill-out either a Periodical Slip (for

2. Receive the ID, and Pass Slip/Exit
Pass, then check the entries and

room use) or 2 copies of the Exit Pass None 3 minutes
(for photocopying), and give it to the retain a copy. The ID will be given
staff along with a valid ID. back once the material is returned.
3'. Receives the permdlc_al which s/he 3. Release the periodical. None 1 minute
will return after use within the day.

TOTAL None 8 minutes

6. Checking-out (Borrowing) of Theses

Unpublished undergraduate and graduate theses can be borrowed for room use only. These materials are located at the

Archives Desk.

Office or Division:

Classification:
Type of Transaction:
Who may avail:

| College Library

| G2C - Government to Citizen

| Non-UP Clients and UP Students

CHECKLIST OF REQUIREMENTS

For Non-UP clients — Valid ID
For UP Students — UP ID or Form-5

CLIENT STEPS

1. Check OPAC or the List for
Theses, take note of the name of
the author, give the name of the
author to the staff on duty.

AGENCY ACTION

1.1 Retrieve the thesis from the
shelves.

To be provided by client

FEES TO
BE PAID

None

PROCESSING
TIME

2 minutes

WHERE TO SECURE

1.2 Verify the correctness of the

thesis.

None

1 minute

PERSON
RESPONSIBLE

Staff on Duty
Archives Desk
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2. Accomplish a book card with the . :
) 2. Receive and retain the duly
necessary data (i.e., complete .

N accomplished book card. The ID .
name, name of institution, date and X . None 1 minute
. o will be returned to the client once
time) and give it to the staff along -

. the thesis is returned.
with the ID.
3. Receive the thesis W_hlgh should 3. Hand over the thesis to the _
be returned after use within the client None 1 minute
day. '
TOTAL None 5 minutes

7. Checking-in (Returning) of Books Borrowed for Home Reading

Returning of borrowed books on time is necessary to prevent incurring of book fines, and also ensures that the books will be
available to other clients as well. Fines are charged when books are not returned on time.

Office or Division: College Library

Classification: Simple
Type of Transaction: G2C - Government to Citizen

Who may avail: UP Students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

To be provided by client

FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

L. Return book at the appropriate 1.1 Receive book for return. None 1 minute

desk.
- . Staff on Duty
1.2 Retrieve the book's Circulation Desk,

corresponding book card from the .
file and place it back in the book None 2 minutes Reserve Desk

pocket.

Book for return

CLIENT STEPS AGENCY ACTION
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1.3 Scan the book’s barcode and
clear it from the borrower's
account in Buklod.

None

1 minute

2. Confirm receipt of digital
Transaction Receipt.

2.1 Send a digital Transaction
Receipt to the client’'s email. End
of transaction if not an overdue
book.

None

1 minute

2.2 If the book is overdue, inform
the client of the amount of fines
reflected in the Buklod and that
he/she may opt to pay this
immediately or at a later date; but
unless fully paid, he/she will not
be able to borrow books for home
reading.

None

3 minutes

If client prefers to pay,
3. Pay at the Circulation Desk

3.1 Receive the payment and
issue a Transaction Receipt. End
of Transaction.

<P20

5 minutes

Staff on Duty
Circulation Desk

3.2 If the amount is 20 or more,
instruct the client to pay at the
Cash Office and then to return to
the library afterwards to clear
his/her dues.

2 P20

3 minutes

4. Pay fee at Cash Office located at
the AS Grounds.

4. Issue the official receipt (OR).

None

30 minutes

Collecting Officer
Cash Office

5. Go back to the library and present
the OR.

5.1 Receive and check the OR.

None

1 minute

5.2 Clear the dues in Buklod, and
return OR to the client.

None

1 minute

6. Confirm receipt of digital
Transaction Receipt and receive the
OR.

6. Send a digital Transaction
Receipt to the client’s email.

None

1 minute

Staff on Duty
Circulation Desk
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TOTAL None 49 minutes
Table of Book Fines
Regular Circulation Reserved General Reference

First Hour £1.00
Succeeding Hours £5.00

£2.00 £50.00
Whole Day (Exclusive of Sundays (Inclusive of Sundays £50.00

and Holidays) and Holidays
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8. Checking-in (Returning) of Books Borrowed for Home Reading Through Book Drop Service

Book Drop Service is one of the library services which allows the borrowers to return their borrowed books by dropping them
at the designated drop box located at the entrance of the library when the library is closed.

 Office or Division: ~ |SI4IeyulIelY
Classification: Simple
W G2C — Government to Citizen
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
To be provided by client
@UPTC Library website/Google drive

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID RESPONSIBLE

Book for return
Request Form for Returning Library Material (optional)

1. Inform the library about the
borrowed book dropped in the Book

Drop Box via email, or social media 1. Acknowledge email, or respond None 1 working day Library Staff

accounts, or accomplish Google in social media.
Form, Request Form for Returning
Materials.
2. Place the borrowed book in the 2.1 Upon opening the Ilbrary, check .
the Book Drop Box and retrieve the None 1 minute
Book Drop Box. book Staff on Duty

Control Desk

2.2 Turn over the book to the Staff

on Duty at Circulation Desk None 1 minute
2.3 Scan the book's barcode in
Buklod for check-in, retrieve its None 3 minutes
book card from the file, and place it Staff on Duty
back in the book pocket. Circulation Desk
2.4 Inform the college librarian of .

None 1 minute

the status of the returned book.
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3. Wait for the status of the book in 3. Communicate the status of the . Library Staff
: : . None 10 minutes
Buklod, or in email. returned book to the client.
1 working day
TOTAL None and 16
minutes

9. Printing Services

This service allows clients to print documents in black and white, or color, on A4, letter-size or long bond paper. This service
is available at the Circulation and Reserve Desk.

Office or Division: College Library

Classification: Simple
Type of Transaction: G2C - Government to Citizen

Who may avail: Non-UP clients and UP students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

To be provided by client

FEESTO PROCESSING  PERSON
AGENCY ACTION BE PAID TIME RESPONSIBLE

Valid 1D

CLIENT STEPS

1. Send the file for printing to the 1. Check the email and print the
email address of the staff on duty at | file.
the Circulation Desk.

None 1 minute

Per page: Staff on Duty

Bla—‘?k& Circulation Desk
white:
Short - 2 minutes
£1.75,
Long —
£2.00;
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Colored:
Text—
£3.00
Picture -
£5.00
2.1 If the amount is < P20, issue
a Transaction Receipt to the
client and keep a copy for the
2. Pay fee at the library, or "bra{fy- The ‘staff will col!ate the <£20 3 minutes
receipts until the collection
reaches P20 and remit to the
Cash Office.
End of Transaction.
2.2 If the amount is > P20,
instruct the client to pay at the 2 P20 1 minute
Cash Office.
i.spg)r/ofjr? dzt. Cash Office located at 3. Issue the official receipt (OR). None 25 minutes Cog:zcst;]ngf?gécer
4. Proceed back to the library, 4 Check the OR if eyerythlng IS . Staff on Duty
) in order, then return it to the None 5 minutes ; :
present the OR and claim ID. : . Circulation Desk
client together with the ID.
TOTAL | AS 37 minutes
assessed
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10. Request for the Use of Other Non-UP Libraries

The use of other Non-UP Libraries by requesting a letter from UPTC Library. A letter from the head librarian addressed to the
university or head librarian asking for permission to use their libraries' information resources and facilities.

 Office or Division:  KSCICRINICIN
Classification: KIS
Type of Transaction: G2C - Government to Citizen

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For students- Official proof of enrollment (e.g., valid ID, Form-5) To be provided by client

FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1.1 Interview the client for specific
1. Requests for a referral letter and . . .
subjects to research on in other None 3 minutes
present ID libraries
1.2 Draft the letter using the None 5 minutes
template. Library Staff
2. Sign in logbook ﬁ).;b%zithe client to sign in the None 1 minute
2.2 Forward the letter to the Head None > minutes
Librarian for signature.
2.3 Sign the letter.
None 1 minute Head Librarian
3. Release the letter to the client.
3. Claim the referral letter None 1 minute Library Staff
TOTAL None 13 minutes
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11. Signing of Clearance of Students

Clearance form of requesting UPTC student is signed by the Head Librarian upon clearing his/her library accountability.

Office or Division: College Library
Classification: Simple
Type of Transaction: G2C - Government to Citizen
Who may avail: UP students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Clearance Form =~~~ [ fce of the Colege Secretay UPIC

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Email the library a scanned copy .
of the filled-out clearance form; or 11 F_orwarq the email to the
clearing officer of the library.

None Within the day | Head Librarian

e present the print copy to the 1.2 Check the records of the None Within the da
clearing officer. library. y Clearing Officer
1.3 Inform the Head Librarian if the None g
student has accountability or not.
1.4 If no accountability, affix the
signature to the clearance form,
and email it back to the client, if in
digital format.
1.5 If with accountability, email the
client regarding the details of the
accountability that he/she needs to
settle first.

None

Head Librarian

None As needed
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2. Once settled, clear the client's
2. Settle accountability. record of accountability in the None Clearing Officer
library

1 day or as
needed

TOTAL None

12. U.P. ID Validation

The U.P. ID (non-RFID) of UPTC students enrolled in the current semester is validated by the library, upon request.

Office or Division: | College Library

Classification: | Simple

Type of Transaction: | G2C - Government to Citizen

Who may avail: | UP students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

U.P. ID (non-RFID) Office of the College Secretary

Form 5 CRS account (online)

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Request for validation of U.P. ID | 1. Receive the request and

require the client to fill-in the None 1 minute
library's ID Validation form. Staff on Duty
- . 2.1 Confirm the client's enrollment Circulation Desk
2. Fill-in the list and present U.P. ID in the college and receive U.P. ID. None 1 minute

and digital Form 5.

2.2 Sign at the back of the U.P.

D. None 1 minute
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?D Recelve back the validated U.P. 3. Return validated U.P. ID. None 1 minute

TOTAL None 4 minutes

13. Use of Information Resources and Facilities by Non-UP Clients

Non-UP (external) clients may use the library's information resources and facilities on campus subject to the rules and
regulations. For group visits, the person providing the referral letter should first contact the UPTC head librarian to schedule a

visit and avoid overcrowding.

Office or Division: College Library

Classification: Simple

Type of Transaction: G2C - Government to Citizen

Who may avail: Government Researchers, Non-UP Users Private, UP Alumni

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Valid ID To be provided by client
Referral letter from the head/university librarian, or head of office To be provided by client
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Receive the referral letter and
1. Present referral letter and ID. verify the client's identity against None 1 minute
the ID.
— Staff on Duty
2. Write in the logbook the 2. Forward the letter and ID to the Control Desk
necessary data (i.e., complete . . . .
0 staff on duty in the Circulation None 2 minutes
name, name of Institution, date and : . .
L : Desk for orientation or assistance.
time in, and signature)
3. Proceed to the Circulation Desk. 3. Give orientation or assistance, None 5 minutes _Staff on Duty
as necessary. Circulation Desk
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4.1 Record the time-out in the

4. Inform the staff after using the .
. e None 1 minute
library resources and facilities. logbook.
UP Alumni
Government
Researchers:
Free - first
5 visits per
4.2 Issue an assessment slip for | semester,
Research Fee, when appropriate. | P20/day 2 minutes
End of transaction if no fee. applies
after the
first 5 visits
Non-UP
Private:
P50/Day
5. Pay fee at Cash Office located at - : . Collecting Officer
AS Grounds. 5. Issue the official receipt (OR). 25 minutes Cash Office
6. Proceed back to the library, 6. Check the OR 'f. everythmg IS 1n . Staff on Duty
. order, then return it to the client None 5 minutes . .
present the OR and claim ID. . Circulation Desk
together with the ID.
TOTAL| __AS 41 minutes
assessed
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14. Use of Electricity for Charging of Personal Laptops, Smartphones, and Tablets

External clients may use electricity for charging their gadgets while inside the library. Wi-Fi access in the library is free.

Office or Division: College Library

Classification: Simple
Type of Transaction: G2C - Government to Citizen

Who may avail: | Non-UP clients and UP Alumni
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Valid ID To be provided by client

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Inform the staff of the intent to

use the electricity for charging the | 1. Record the Time In. None 2 minutes

laptop.

2.' _Inform the staff once charging is 2.1 Record the Time Ouit. None 1 minute Staff on Duty

finished ; :
Circulation Desk

2.2 Assess fees, issue
assessment slip to the client, and B50/ hour

instruct the client to proceed to 3 minutes
the Cash Office for payment.
3. Pay fee at Cash Office located - : . Collecting Officer
at AS Grounds. 3. Issue the official receipt (OR). None 25 minutes Cash Office
. 4. Check the OR if everything is in
4. Proceed back to the library, order, then return it to the client None 5 minutes Staff on Duty

present the OR and claim ID. together with the ID. Circulation Desk

TOTAL | P50/ hour 36 minutes

15. Virtual Reference Service (VRS)
Virtual Reference Service (VRS) is a library service that allows librarians and clients to communicate through online platforms
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such as email, chat, or instant messaging.

Office or Division:

| UPTC Library

Classification:
Type of Transaction:
Who may avail:

| G2C — Government to Citizen
| Non-UP clients and UP students
CHECKLIST OF REQUIREMENTS

None

CLIENT STEPS AGENCY ACTION
1. Staff acts as YOLA (Your

WHERE TO SECURE

FEESTO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

1. Visit the website or social media
accounts of the library.

Online Librarian At-your-service),
the virtual reference assistant of
the UPTC Library chatbot.

None

1 minute

2. Click on the frequently-asked-
guestions.

2.1 Reply immediately to the
FAQs.

None

1 minute

2.2 Redirect the client to the
different social media platforms or
website of the library.

None

1 minute

3. Ask questions not posted as an
FAQ.

3. Reply with the usual chat
conversation with the client.

None

1 day

4. End conversation once satisfied
with the replies.

4.1 End the conversation.

None

1 minute

Library Staff or
College Librarian

4.2 If YOLA is "away" (5:00 PM -
7:59 AM on weekdays, and 24
hours on Saturdays and
Sundays), ready-made replies are
also available.

None

1 minute

TOTAL

None

1 day and 5
minutes
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COLLEGE LIBRARY
INTERNAL SERVICES
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1. Access to Online e-Resources

Clients can access the online electronic resources through one-time login in OpenAthens.

Office or Division: UPTC Library

Classification: Simple
Type of Transaction: G2C — Government to Client

Who may avail: UP Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

To be provided by client

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Open a web browser and type 1. Look into the problem and give
https://www.openathens.net, clicks | feedback.

Login to MyAthens, under Find
your institution, searches for and
clicks University of the Philippines None 1 working day Head Librarian
Visayas, logs in using his/her UP
email address. If a problem arises,
contact the librarian either in person
or through email, or social accounts.

UP email address

TOTAL None 1 working day
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2. Document Delivery Service — Accessing Book chapters and Theses Online

Clients can request the scanning of book chapters and thesis online via Document Delivery Service. This is an online library
transaction which allows the internal clients to receive an electronic copy of some pages of the book (at most 10% of the total
pages of the material). The document will be delivered to the requestor's email address.

Office or Division: UPTC Library
Classification: Simple

Type of Transaction: G2C - Government to Client

Who may avail:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
UP email address For UPTC: Office of the System Administrator

Request Form for Scanning Library Material @UPTC Library website/Google drive

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Check TUKLAS* for the details of
the book and send request by any of
the following means:
- via the library's email address
(library.uptacloban@up.edu.ph)
using UP account
- via the library's Facebook by
chatting with YOLA
- via Google Form

1.1 Respond to the client’s

inquiry. None 1 working day Library Staff

1.2 Process the details of the

None 15 minutes
request. For book:
1.3 Forward the request to the None 5 minutes Staff on Duty
staff in charge of book scanning. Circulation Desk
1.4 Retrieve the book from the
shelves, scan the requested None 4 hours For thesis:
pages, and save it as a PDF file. Staff on Duty
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1.5 Send the PDF file to the staff

Archives Desk

) , . None 5 minutes
in charge of the library email.
. I 2.1 Check the contents of the
ib?f(r:g“;eeg;:dd'gmzed copy of the PDF file and send it to the UP None 30 minutes
q ' email of the client. Library Staff
2.2 Confirm the completion of the :
None 3 minutes
request.
1 working
day, 4 hours
TOTAL None and 58
minutes

*https://tuklas.up.edu.ph
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3. Checking-Out (Borrowing) of Books for Home Reading

Borrowing of books for home reading or room use is available to UP employees who visit the library. Books may be re-borrowed
provided there are no prior reservations. Undergraduate students can borrow 3 circulation books and 2 reserve books.
Graduate students, on the other hand, can borrow 8 Circulation books and 2 reserve books.

Office or Division: | College Library
Classification:
Type of Transaction:
Who may avail:
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
U.P.ID To be provided by client
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Present U.P. ID. 1'.1 R'ec_e|ve _the ID and verify the None 1 minute
client's identity.
1.2 Scan the ID’s barcode in None 1 minute
Buklod to verify records.
2. Present book with signed book 2.1 Receive and check the book None 1 minute Staff on Duty
card. with the signed book card. Circulation Desk,
; : Reserve Desk,
2.2 Scan the book’s barcode in . Graduate
Buklod for check out None 1 minute ou
S Studies and
2.3 Stamp the due date in the Reading Room
book's date due slip and book None 1 minute
card, then affix initials.
2.4 Send a digital Transaction .
. . ) None 1 minute
Receipt to the client’'s email.
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3. Receive borrowed book, ID and 3. Release book, ID, and send a
confirm receipt of digital Transaction |digital Transaction Receipt to the None 1 minute
Receipt. client's email.

TOTAL None 7 minutes

4. Checking-Out (Borrowing) of Books for Photocopying

Clients may borrow books for photocopying. This may be processed at the Circulation and Reserve Desk.

Office or Division:

Classification:
Type of Transaction:
Who may avail:

College Library

Simple

G2C - Government to Citizen

UP Employees

CHECKLIST OF REQUIREMENTS

UP ID

WHERE TO SECURE

To be provided by client

Exit pass

CLIENT STEPS

AGENCY ACTION

Circulation and Reserve Desk of the Library
FEES TO PROCESSING

BE PAID TIME
1. Search in Tuklas : , .
(https://tuklas.up.edu.ph) 1.1 Assist the client as needed. None 1 minute
e Ifin open shelves, proceed to 1.2 For books in open shelves,
P _ P proceed directly in processing the None 1 minute
get the book; or
T book to be borrowed.
e Ifin closed shelves. approach 1.3 For books in closed shelves,
) » app retrieve the book from the shelves :
the appropriate Desk for . None 1 minute
assistance and give the book card to the
ssistance. client to fill in.
2. Fill out the book card/Exit pass 2. Receive the ID, and book None 3 minutes
with the necessary data (i.e., card/Exit pass. Check the entries

PERSON
RESPONSIBLE

Staff on Duty
Circulation Desk,
Reserve Desk

Staff on Duty
Graduate
Studies and
Reading Room
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complete name, name of institution, |in the card/Exit pass, and affix
date and time) and give it to the signature.

staff, together with the Valid ID/UP
ID.

2.1 Stamp the current date, write
"for photocopying” and sign on the None 1 minute
book’s date due slip.

3. Receive the book which should be

returned within the day. 3. Release the book. None 1 minute

TOTAL None 8 minutes

5. Checking-out (Borrowing) of Periodicals

Periodicals are located in the Serials Desks where they can be borrowed for photocopying or room use.

Office or Division: College Library

Classification: ‘ Simple
Type of Transaction: G2C - Government to Citizen

Who may avail: UP Employees

CHECKLIST OF REQUIREMENTS
Valid ID or copy of appointment documents To be provided by client
FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

WHERE TO SECURE

1. Check if the periodical is
1. Ir_1qU|re if a certain periodical is ava_|lable on shelf. If gvallable,_ None 3 minutes Staf_f on Duty
available. retrieve and present it to the client Serials Desk
for verification. or
2. Fill out the appropriate form and 2. Receive U.P. ID and clip it with None 3 minutes College Librarian
hand in together with U.P. ID. the filled-out form. The ID will be
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given back to the client upon

return of the borrowed thesis.

e Forroom use, 1 copy of
Periodical Slip (for journal and
magazines) or Newspaper
Clippings Slip (for newspaper
clippings).

e [or photocopying outside the
library, (2 copies of the EXxit
Pass).

3. Receive the periodical which
should be returned after use within
the day.

3. Release the periodical. None 1 minute

TOTAL None 7 minutes

6. Checking-Out (Borrowing) of Theses

Unpublished undergraduate and graduate theses can be borrowed for reading inside the library (i.e., room use) only. These
materials are located at the Archives Desk.

Office or Division: College Library

Classification: Simple

Type of Transaction: G2C - Government to Citizen

Who may avail: UP Employees
CHECKLIST OF REQUIREMENTS

Valid ID or copy of appointment documents

CLIENT STEPS AGENCY ACTION

WHERE TO SECURE

To be provided by client

FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

Page 136 of 281



University of the Philippines Tacloban College

1. Check OPAC or the List for
Theses, take note of the name of 1.1 Retrieve the thesis from the .
. None 2 minutes
the author, give the name of the shelves.
author to the staff on duty.
1.2 \(enfy the correctness of the None 1 minute
thesis. Staff on Dut
2. Accomplish the book card with 2. Receive and retain the duly Archives Degk
the necessary data (i.e., complete accomplished book card and ID.
name, name of institution, date and | The ID will be given back to the None 1 minute
time) and give it to the staff together | client upon return of the borrowed
with the ID. thesis
3. Receive the thesis which should 3. Hand over the thesis to the .
oy : None 1 minute
be returned after use within the day. | client.
TOTAL None 5 minutes

7. Checking-in (Returning) of Books Borrowed for Home Reading

Returning of borrowed books on time is necessary to prevent incurring of book fines, and also ensures that the books will be
available to other clients as well. Fines are charged when books are not returned on time.

Office or Division: College Library

Classification: Simple
Type of Transaction: G2C - Government to Citizen

Who may avail: UP Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Book for return To be provided by client

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
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1. Return book at the appropriate
desk.

1.1 Receive book for return.

None

1 minute

1.2 Retrieve the book's
corresponding book card from the
file and place it back in the book
pocket.

None

2 minutes

1.3 Scan the book’s barcode and
clear it from the borrower's
account in Buklod.

None

1 minute

2. Confirm receipt of digital
Transaction Receipt.

2.1 Send a digital Transaction
Receipt to the client’s email. End
of transaction if not an overdue
book.

None

1 minute

Staff on Duty
Circulation Desk,
Reserve Desk

2.2 If the book is overdue, inform
the client of the amount of fines
reflected in the Buklod and that
he/she may opt to pay this
immediately or at a later date; but
unless fully paid, he/she will not
be able to borrow books for home
reading.

None

3 minutes

If client prefers to pay,
3. Pay at the library, or

3.1 If the amount is < P20, issue a
Transaction Receipt to the client
and keep a copy for the library.
The staff will collate the receipts
until the collection reaches 220
and remit to the Cash Office.

<P20

5 minutes

Staff on Duty
Circulation Desk

3.2 If the amount is 20 or more,
instruct the client to pay at the
Cash Office and then to return to
the library afterwards to clear
his/her dues.

> P20

3 minutes
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4. Pay fee at Cash Office located at - . None 30 minutes Collecting Officer
the AS Grounds. 4. Issue the official receipt (OR). Cash Office

5. Go back to the library and present 5 1 Receive and check the OR. None 1 minute

the OR.
5.2 Clear the dues in Buklod and None 1 minute Staff on Dut
returns OR to the client. ; : y
- - — . Circulation Desk
6. Confirm receipt of digital - . None 1 minute
: . . 6. Send a digital Transaction
Transaction Receipt, and receive . S .
Receipt to the client’'s email.
the OR.
TOTAL None 49 minutes
Table of Book Fines
Regular Circulation Reserved General Reference
First Hour £1.00
Succeeding Hours £5.00
£2.00 £50.00
Whole Day (Exclusive of Sundays (Inclusive of Sundays £50.00
and Holidays) and Holidays

8. Printing Services

This service allows clients to print documents in black and white, or color, on A4, letter-size or long bond paper. This is available
at the Circulation and Reserve Desk.

Office or Division: | College Library
Classification: |l
Type of Transaction: ‘ G2C - Government to Citizen

Who may avail: UP Employees
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Valid ID To be provided by client

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Send the file for printing to the
email address of the staff on duty at | 1. Check the email and print the
the Circulation Desk. file.

None 1 minute

Per page:
Black &
white:
Short -
$1.75,
Long —
£2.00;

Colored: Staff on Duty
Text — Circulation Desk
£3.00

Picture -
$5.00

2 minutes

2.1 If the amount is < P20, issue
a Transaction Receipt to the
client and a copy is kept for the
library. The staff will collate the <£20
receipts until the collection
reaches P20 and remit to the
Cash Office.

End of Transaction.

2.2 If the amount is > P20,
instructs the client to pay at the > P20 1 minute
Cash Office.

2. Pay fee at the library, or 3 minutes
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3. Pay fee at Cash Office located at - : . Collecting Officer
AS Grounds. 3. Issue the official receipt (OR). None 25 minutes Cash Office
4. Proceed back to the library, 4 Check the OR if eyerythlng IS . Staff on Duty
. in order, then return it to the None 5 minutes ; :
present the OR and claim ID. : . Circulation Desk
client together with the ID.
TOTAL As 37 minutes
assessed

9. Scanning of Documents or Photocopying of Book Chapters

The library assists the employees and offices in scanning their official documents and in scanning or photocopying book
chapters.

Office or Division: UPTC Library

Classification: Simple Transaction
Type of Transaction: G2C - Government to Citizen, G2G - Government to Government
Who may avail: ‘ UPTC Employees and UPTC Offices

CHECKLIST OF REQUIREMENTS

UP ID

CLIENT STEPS AGENCY ACTION

WHERE TO SECURE

Provided by client

FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

1. Visit the library to request for 1. Accept the request and ask for
scanning or photocopying of book the details of the book, or receive None 5 minutes
chapter/s or office documents. the documents.
2. Provide the details of the book or | 2.1 Retrieve the book from the N . Library Staff
. one 5 minutes

hands in the documents. shelf or prepare the documents.

2.2 Photocopy/scan the book ,

None 1 working day
chapter/s or documents.
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3. Receive the scanned book 3. Hand over the scanned book/s .
. None 1 minute
chapter/s or documents. or document/s to the client.
1 working day
TOTAL None and 11
minutes

10. Bindery Services

Bindery services is one of the library services which performs the restoration and repair of damaged library materials, like
books, theses and periodicals. The in-house bindery section is also responsible for binding documents associated with the

college.

Office or Division:  ICIAIEIUEH

Classification: IS
Type of Transaction: G2G — Government to Government

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Bindery Section (Library)

FEESTO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

Request Form (2 copies)

CLIENT STEPS AGENCY ACTION

. 1. Accept the request for binding
1.‘ Nptlfy the staff request for the and give the request form to the None 5 minutes
binding of a set of papers. client
2. Fill out the request form and hand | 2.1 Receive the filled-out request , Bookbinder
e L None 5 minutes
over the papers for binding. form and the papers for binding.
2.2 Proceed with the binding of .
None 2 working days
papers.
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3. Confirm the completion of the
3. Claim the hardbound copy. request and give the hardbound None 5 minutes
copy to the client.

2 working
TOTAL None days and 15
minutes

11. Issuance of Office Clearance

Office clearance is issued by the library to the requesting UPTC employee who had cleared their outstanding
obligation/accountability.

Office or Division: College Library

Classification: Simple
Type of Transaction: G2C - Government to Citizen; G2G - Government to Government

Who may avail: UPTC Employees facilitated by Human Resource Development Office
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Human Resource Development Office

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Human Resource Development 1.1 Forward the email to the
Officer emails to the head librarian Clearing Officer to check the
the filled-out Certificate of Clearance | library records for possible
Request Form of an employee of the | outstanding obligation/ None 5 minutes Head Librarian
college, and together with the other | accountability of the employee.
forms necessary for the processing
of clearance.

Certificate of Clearance Request Form

1.2 Check library records. None 30 minutes Clearing Officer
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1.3 If no outstanding obligation/
accountability, fill out
College/Office Clearance from
Money and Property
Accountabilities form, print and
affix signature as Clearing Officer.

None

10 minutes

1.4 Forward the form to the head
librarian for signature.

None

5 minutes

1.5 Double check, and once
satisfied, affix signature to the
form.

None

5 minutes

Head Librarian

1.6 Scan the form and email it to
the Human Resource
Development Office. Retain a file
copy. End of transaction if with
no outstanding obligation/
accountability.

None

5 minutes

Clearing Officer

2. Settle outstanding
obligation/accountability.

2. If with outstanding obligation/
accountability, fill-out the
Statement of Remaining Obligation
that Employee Must Settle form,
and email it to the requesting
employee with pictures or
screenshots of the record.
e Ifitis an outstanding balance,
advise the client to pay at the
Cash Office.

None

As needed

Head Librarian

3. Pay fee at Cash Office located at
the AS Grounds.

3. Issue the official receipt (OR).

None

30 minutes

Collecting
Officer
Cash Office

4. Go back to the library and present
the OR.

4.1 Receive and check the OR.

None

1 minute
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4.2 Update records in Buklod and
Master list of Accountabilities for None 10 minutes
Faculty and Staff.

Clearing Officer

4.3 Refer to step nos. 1.3 - 1.6 None 25 minutes
2 hours and

TOTAL None 12 minutes or
as needed

12. Virtual Reference Service (VRS)

Virtual Reference Service (VRS) is a library service that allows librarians and clients to communicate through online platforms
such as email, chat, or instant messaging.

Office or Division: | UPTC Library
Classification:

Type of Transaction:
Who may avail:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

None -

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Staff acts as YOLA (Your Online
1. Visit the website or social media Librarian At-your-service), the virtual None 1 minute
accounts of the library. reference assistant of the UPTC Library Staff or
Library chatbot. College Librarian
2. C“(.:k on the frequently-asked- 2.1 Reply immediately to the FAQs. None 1 minute
questions.
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2.2 Redirect the client to the different
social media platforms or website of None 1 minute
the library.
: 3. Reply with the usual chat
3. Ask questions not posted as an FAQ. conveF;syation with the client. None 1 day
4. End conversation once satisfied with 4.1 End the conversation. None 1 minute
the replies.
4.2 If YOLA is "away" (5:00 PM -
7:59 AM on weekdays, and 24 hours None 1 minute
on Saturdays and Sundays), ready-
made replies are also available.
TOTAL None 1day and 5
minutes
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To facilitate appeal cases of GIAP grantees
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Office or Division: Office of Student Affairs — Scholarships and Financial Assistance Unit

Classification: Highly Technical

Type of Transaction: G2C

Who may avail: GIAP grantees
CHECKLIST OF REQUIREMENTS
1. ITR / Proof of Income / BIR Certificate of Exemption

WHERE TO SECURE

Provided by client (get from BIR)

2. Medical Certificate / Medical Abstract — if appeal is based on illness

Provided by client

3. Utility Bills for the last 3 months from the date of appeal application

Provided by client

4. Photos of the house facilities (facade, living room, kitchen, comfort
room/s and bedroom) with certification from Barangay Chairman

CLIENT STEPS AGENCY ACTION

Provided by client
FEES TO PROCESSING

submit the required documents.

BE PAID TIME
1. Applicant logs in at 1. Schqlarshlp personnel through
) . .| slasonline@up.edu.ph,
slasonline@up.edu.ph, fills out online .
e .. _ | generates/extracts appeal None Not Applicable
appeal application form, and submits .
L application form.
application.
1.1 Personnel reviews appeals .
generated/extracted. None Not applicable
_1.2 S(_:holarshlp personnel sets None Not Applicable
interview.
2. Appl_lcant appears for the online/ 2. Personnel conducts interview. None Not Applicable
phone interview.
2.1 Staff informs students to None Not applicable

PERSON
RESPONSIBLE

Scholarship Affairs
Officer
OSA

Staff
OSA
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3. Student applicant submits

3. Scholarship staff checks for

g(r)nrr;ﬁlete required documents via completeness of documents None Not Applicable
3.1 Staff acknowledges receipt of None Not Applicable
email.
3.2 UPTC SSFAC sets None 1 day UPTC SSFAC
deliberation meeting.
3.3 Staff acknowledges appeals Scholarship Affairs
(email/text message) a day Officer
before the UPTC SSFAC None 1 day OSA
meeting.
3.4 Scholarship personnel Staff
prepare results. None 3 days OSA
3.5 Staff encodes results to None 3 davs
SLAS online and CRS. y .
. Scholarship
3.6 Scholarship personnel
! . Personnel
releases decision and informs None 5 days
students of the decision/result.
TOTAL None 13 working
days

2. Application for Grants-in-Aid (Socialized Tuition) Program

To facilitate student applications for GIAP processing

Office or Division:

Classification:

Type of Transaction:

| Office of Student Affairs — Scholarships and Financial Assistance Unit

Page 149 of 281




University of the Philippines Tacloban College

Citizens must be:

e Filipino

e Bonafide UPTC students (newly admitted, enrolled, or continuing)

e Must not be serving more than 30 days suspension upon application.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Who may avail:

Computers and internet connectivity for SLAS Online application Online (https://slasonline.up.edu.ph/)
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. New applicant submits written 1. Receiving staff registers
request for UP mail registration on student’s UP mail address on None 1 hour Scholarship Affairs
SLAS online via email. SLAS online. Officer
. . 2. (For Special Cases OSA
2.0ld a_nd new applicant Iog_s In at St:gff updgtes student’)s basic
Grant§-|n-A|d Program website . information and submits data to None 1 hour Staff
(https://slasonline.up.edu.ph) using database OSA
UP mail account. '
3. Applicant submits application 3. A team Processes submitted SSI;/ZJti(E;’tso
o ; GIAP applications and releases None UP ITDC Team
online and waits for results. results via website posted
' schedules

Scholarship Affairs

4. Student applicant checks results | 4. Staff encodes GIAP bracket Officer
. S . : : . OSA
via email inquiry or logging on to results in the student’s slasonline None 1 hour
slasonline website or CRS account. |and CRS account Staff
OSA

TOTAL None 3 hours
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3. Application for Recognition of Student Organizations
Processing of applications for recognition of student organizations
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Office or Division OFFICE OF STUDENT AFFAIRS

Classification HIGHLY TECHNICAL

Type of Transaction G2C

Who may Avail Internal (Student Organization)

Checklist of Requirements
Completed Student Organization Data Sheet Google Form

Completed Student Organization Recognition Application

Duly accomplished Student Organization Recognition Forms
CLIENT STEPS AGENCY ACTION

Where to Secure

OSA-Student Organizations and Activities
Section: soa.osa.uptacloban@up.edu.ph

FEESTO PROCESSING PERSON

BE PAID TIME RESPONSIBLE
1. The student organization signifies 1. The staff emails the application . Staff
o e process to the student None 30 mins
its intent to apply for recognition N OSA-SOAS
organization
2. The student organization 2. The staff assists the student
completes all the required forms for |organization with completing the None 10 days None
Student Organization Recognition. | required forms
3. The staff reviews the response
completes the Student Organization None 1da Staff
P b | g and forwards to the Student y OSA-SOAS
Data Sheet  Google Form Organization Committee for
review and approval
4. The student organization 4. The staff review the response,
provides feedback, and forwards Student
completes the Google Form for the L .
o " to the Student Organization None 1 day Organization
Student Organization Recognition . . .
A Committee for review and Committee
Application
approval
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5. The Student Organization
5. The student organization receives Recogn|_t|on_ Committee reviews Student
: the application and provides the -
the Notice of Approval of . " None 7 days Organization
. Notice of Approval of Recognition :
Recognition : Committee
to all recognized student
organizations
TOTAL| None 19 days, 30
minutes

4. Extension Service

Coordinate/partner with students and student organizations for the implementation and conduct of public service programs,
programs, and activities.

Office or Division:
Classification:

Type of Transaction:
Who may avail:

Office of Student Affairs

Complex

G2C, G2B, G2G

CHECKLIST OF REQUIREMENTS

1. Letter of Request

Public/private agencies and NGOs; Students/Student Organizations

WHERE TO SECURE
Provided by client

2. GCTS Form 2

CLIENT STEPS

1. Clients submits letter of request,
accomplished GCTS Form 2, and
pertinent documents.

AGENCY ACTION

1. The staff receives and checks
the GCTS Form 2 of the nature of
the request for action.

UPTC OSA GCTS
Email gcts.osa.uptacloban@up.edu.ph

FEES TO PROCESSING PERSON

BE PAID TIME RESPONSIBLE
Guidance
None 1 day Counselor
OSA
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1.1 Staff forwards the letter of
request and documents to the None 1 day
Office of the Dean for action
1.2 Staff receives Action from the None 20 minutes
Office of the Dean
1.3 Coordinates with the
concerned individuals, offices,
. N None 2 days
agencies, organization and/or
institutions
1.4 Pla_ns anc! prepares for the None 5 days OSA
extension activity
2. Conducts the extension activity:
lecture, training workshop, team
2. Client receives the requested building, community emersion
extension activit psych_ologlcal testing, and qther None 2 days Guid
y activities related to the services of uidance
the Guidance Counseling and Counselor
Testing OSA
3. Client submits feedback form 3. Staff gives feedback form None 30 min
3.1 Staff evaluates the feedback .
None 30 min
form
11 days, 1
TOTAL None hour and 20
minutes
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5. Facilitating the Release of Entitlements for UP GIAP Grantees

To support financial assistance programs administered by the system (UP System Scholarship).

Office or Division Office of Student Affairs — Scholarships and Financial Assistance Unit

Classification Simple to Complex

Type of Transaction G2C
Who may Avail GIAP beneficiaries
Checklist of Requirements Where to Secure

DV Payrol

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. The SFA requires all
grantees to submit their Official
Copy of Grades (COG) in the None 1 day
preceding semester to
determine their eligibility for a
stipend.
1. A grantee submits official COG 1.1 The SFA checks eligibility of Scholarship Affairs
vi.a email grantees to receive monthly None 1 day Officer
' stipend. OSA
Staff
2. A new grantee must open an OSA
LBP account and send their details, ?)\%/ Eh?oﬁiﬁg;et?;éﬁrsntehnis and
while a continuing grantee should in uFt)s)':hem into the BULSA None 5 days
update the status of their LBP (Lortal
account via email. P '
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2.2. The SFA submits the
signed DV/Payroll to None 1 day
Accounting Office.

7 working

TOTAL None
days

6. Information Service — Guidance Nook
To provide a space for students where they can share their thoughts and ideas, read and relax.

Office or Division: Office of Student Affairs

Classification: Simple

Type of Transaction: G2C

Who may avail: Students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
UPTC OSA GCTS
Email gcts.osa.uptacloban@up.edu.ph
FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

Registration in the Logbook

CLIENT STEPS AGENCY ACTION

Guidance
1. Staff/PF checks the logbook and Counselor
1. Client registers in the logbook directs the client to the guidance None 5 minutes OSA

nook
Peer Facilitators

. 2. Staff provides reading
2. Client enters the nook and : ) .
) . . materials, indoor games, and safe None 2 hours Peer Facilitators

receives available services
space to share and relax

3. Client answers the Feedback 3. Staff evaluates the feedback Guidance
None 1 hour Counselor
Form form OSA
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Peer Facilitators

3 hours and 5

TOTAL None .
minutes

7. Iskolar ng Bayan (INB) Program Application and Evaluation

To support the objective of the Iskolar ng Bayan Act (RA 10648) to democratize access to higher education for deserving

public high school graduates.

Office or Division:

Office of Student Affairs - Scholarships and Financial Assistance Unit

Classification:

Complex

Type of Transaction:

G2C

Who may avail:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Computers and internet connectivity for DIWA website

Citizens must be:
e Filipino
e Must have graduated from a Public High School in the Philippines within two
(2) years before the beginning of an AY
e Must belong to the top ten graduating (Grade 12) class students
e Must be enrolling for the first time in college and has no credited previous
college work
e Must have obtained a rating (UPG) designated by UPTC as the minimum for a
student to qualify for the College, in the region where the student filed an INB
application

Online

2. A certification that the applicant belongs to the top ten graduation The public high school where the applicant
graduated

FEESTO PROCESSING PERSON

class students.

CLIENT STEPS

AGENCY ACTION

BE PAID TIME RESPONSIBLE
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Application

1.1. The SFA checks application

eligibility, conducts Scholag?fhlp Affairs
1. Applicant logs in at diwa.up.edu.ph |(online/phone/in-person) OISC:r
website using UPCAT application verification interviews, provide None 2 days
username and password. additional instructions, and send a Staff
list of any lacking requirement(s) OSA
via email.
Scholarship Affairs
Officer
2. The applicant submits lacking 2.1. The SFA acknowledges receipt OSA
document(s) via email. of complete requirements via email. None 1 day
Staff
OSA
Scholarship Affairs
2.2. The scholarships officer Officer
reviews and generates the list of None 2 davs OSA
ranked qualified applicants from the y
portal. Staff
OSA
TOTAL| None 5 working
days
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8. Processing of GCTS PF Application Form

Train students with sense of volunteerism and commitment to facilitate fellow students to receive applicable GCTS programs
and activities (e.g., PEP Sessions, intake interviews).

Office or Division: Office of Student Affairs

Classification: Simple

Type of Transaction: G2C

Who may avail: Peer Facilitating student applicants
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

UPTC OSA GCTS

Email gcts.osa.uptacloban@up.edu.ph

FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

GCTS PF Application Form

CLIENT STEPS AGENCY ACTION

1. Clients submits accomplished 1. The staf receves and checks
S the GCTS PF Application Form None 1 day

GCTS PF Application Form ¢ .
rom the client. Guidance
1.1 Staff_sche(_jules psych(_)loglcal None 1 day Counselor
test and interview of the client. OSA
1.2 Staff gives clients informed
consent, schedule of psychological None 20 minutes
test and interview.

2. Clients provides informed 2. GSS/examiner conducts

consent and answers psychological |psychological test and None 1 day

test scores/evaluates the tests Guidance
2.1 GSS/examiner administers the Counselor
test to the client None 1 hour OSA
2.2 GSS/staff scores the test None 1 hour
2.3 GSS interprets the test None 2 hours
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3. Clients provides informed

3. GSS/staff/PF conducts interview

consent and attends the interview |with the client None 30 minutes
3.1_Staff/_PF prepares documents None 30 minutes
for interview.
3.2 Staff scores and prepares
summary of results of the None 2 hours
applicants
3.3 _ Staff prepares the list of None 1 hour
gualified applicants
3.4 Staff informs qualified None 30 minutes .
applicants Guidance
4. Client receives result of their 4. GSS/Staff informs qualified Counselor
C applicants of the Peer Facilitating None 30 minutes OSA
application Semi
eminar-Workshop
5. Client attends PF Training 5. GSS organizes and conducts None 3 davs Guidance
Workshop PF Training Workshop Y Counselor
5.1 Client submits feedback form 5.1 Staff gives feedback form None 30 minutes OSA
6. Clients gives informed to post 6. Staff seeks informed consent Guidance
their names as qualified PF at the | and posts the names of qualified None 30 minutes Counselor
OSA Bulletin and Page PF at the OSA Bulletin and Page OSA
7. GSS supervises and mentors Guidance
7. PFs assist in the different the different activities of the PF None 3 days Counselor
activities of the OSA and GCTS (e.g., PEP Sessions, Orientation OSA
Program, intake-interviews, etc.)
9 days, 10
TOTAL None hours and 20
minutes
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9. Psychological Testing and Evaluation for Other Government Agencies’ Job Applicants

To conduct and provide psychological test evaluation for the requesting agency’s job hiring and selection process.

Office or Division: | Office of Student Affairs

Classification: | Highly technical application

Type of Transaction: | G2G

Who may avail: | Public/government agencies
CHECKLIST OF REQUIREMENTS
Requesting Agency:

WHERE TO SECURE

1. Written Request from the Personnel Services Unit of requesting
agency

To be provided by client agency

2. Approved letter of request from the UPTC Office of the Dean

UPTC Office of the Dean

3. Accomplished GCTS Form 2 and Agreement on the set of Guidelines
in the conduct of the Psychological Testing

OSA GCTS
Email: gcts.osa.uptacloban@up

.edu.ph

4. Official Receipt of payment of testing fees

UPTC Cash Office

Examinees:

1. Identification Card

To be provided by examinee

2. Ballpen, Pencil and sharpener

To be provided by examinee

3. Physical presence during the agreed schedule. Examinees who are
15 minutes late WILL NOT be allowed to enter the campus and take the
examination.

CLIENT STEPS AGENCY ACTION

Examinee

FEESTO PROCESSING

BE PAID TIME
1. The client submits written request 1. The staff answers the written
. : request of the client and directs the
for psychological testing to OSA . None 1 day
letter of request to the Office of the
GCTS.
Dean
1.1 GCTS Staff follows up letter of None 1 day
request

PERSON
RESPONSIBLE

Guidance
Counselor
OSA
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1.2 Staff receives action (approval

or disapproval) from the Office of None 20 minutes
the Dean
1.3 Staff informs the client action of
the letter of request and directs the None 1 day
client to fill up the GCTS Form 2
2. The staff receives the GCTS
. , Form 2, schedules the
2. Client fills up GCTS Form 2 Psychological Test, and informs None 1 day
the client.
3. Client agrees with the schedule |3. The staff prepares the testing
. . i None 1 day
and agrees with the testing fees materials and the venue.
3.1 Client informs the job applicants
: None
/ examinees of the schedule
. . : : , Guidance
4. Clients’ job applicants/examinees | 4. The staff/examiner conducts and
. . None 7 days Counselor
takes the psychological tests evaluates the psychological tests OSA
4.1 Job applicants accomplish . .
GCTS Form 4 and informed 4.1 Staff/e_xammerl administers the None 5 hours .
psychological testing Guidance
consent Counselor
4.2 Staff/scorer scores and OSA
encodes the psychological tests None 1 hour
scores
4.3 GSS |r_1terprets and prepares None 2 hours
psychological report
5. Client receives Psychological 5. GSS gives interpretation of the .
Test Result psychological test result None 1 hour Guidance
6. Staff prepares and gives billing £600 to Counselor
6. Client receives billing statement statement to the client £2 000* 30 minutes OSA
7. Clients pays testing fees at the 7. Staff receives a photocopy / None 30 minutes

Cashier’s Office

screenshot of the OR
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12 days, 10
P600 to '
TOTAL P2,000* hour_s, and 20
minutes

10. Psychological Testing and Evaluation for Private Agencies and Individual Clients

To conduct and provide psychological test evaluation for the requesting private agencies’ job hiring purposes and an
individual’s job application requirement.

Office or Division: | Office of Student Affairs

Classification: | Highly technical application

Type of Transaction: | G2C / G2B

Who may avail: | Individual Clients / Private agencies
CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Requesting Private Agency/Individual Client:

|1nd\|/¥|réltfg|] Request from the Personnel Services Unit or requesting Provided by requesting agency/individual
2. Approved letter of request from the UPTC Office of the Dean UPTC Office of the Dean

3. Accomplished GCTS Form 2 and OSA GCTS

Agreement on the set of Guidelines in the conduct of the Psychological i lob du.ph
Testing Email gcts.osa.uptacloban@up.edu.p

4. Official Receipt of payment of testing fees UPTC Cash Office

Individual Client:

1. Identification Card Provided by client

2. Personal ballpen, pencil and sharpener Provided by client

FEESTO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
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1. The client submits written request
for psychological testing to OSA
GCTS.

1. The staff answers the written
request of the client and directs the
letter of request to the Office of the
Dean

None

1 day

1.1 GCTS Staff follows up letter of
request

None

1 day

1.2 Staff receives action (approval
or disapproval) from the Office of
the Dean

None

20 minutes

1.3 Staff informs the client action of
the letter of request and directs the
client to fill up the GCTS Form 2

None

1 day

2. Client fills up GCTS Form 2

2. The staff receives the GCTS
Form 2, schedules the
Psychological Test, and directs the
client to the Cashier’s Office

None

1 day

3. Clients pay testing fee at the
Cahier’s Office and submits OR

3. The staff receives the OR and
informs the clients of the
psychological testing schedule

P600 —
#2,000*

1 day

4. Client agrees with the schedule

4. The staff prepares the testing
materials and the venue.

None

1 day

5. Clients’ job applicants/examinees
takes the psychological tests

5. The staff/fexaminer conducts and
evaluates the psychological tests

None

5 days

Guidance
Counselor
OSA

5.1 Job applicants accomplish
GCTS Form 4 and informed
consent

5.1 Staff/examiner administers the
psychological testing

None

5 hours

5.2 Staff/scorer scores and
encodes the psychological tests
scores

None

1 hour

Guidance
Counselor
OSA
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5.3 GSS interprets and prepares .
psychological report None 2 hours g:ﬁgg?;
6. Client receives Psychological 6. GSS gives interpretation of the
. None 1 hour OSA
Test Result psychological test result
10 days, 9
P600 — '
TOTAL P2.000* hour§, and 20
minutes

*Depending on the battery of tests

11. Psychological Testing and Evaluation for UPTC Students

To facilitate understanding of the self, personality traits and behaviors, concerns/needs, academic aptitude and occupational
interests through the use of standardized and validated applicable psychological tests. Results can be used for counseling
and application for shifting to another course.

Office or Division: Office of Student Affairs

Classification: Highly technical application

Type of Transaction: G2C

Students
CHECKLIST OF REQUIREMENTS
1. Written or verbal request from the client

Who may avail:
WHERE TO SECURE
Provided by client
OSA GCTS
Email gcts.osa.uptacloban@up.edu.ph
FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

2. GCTS Form 2

CLIENT STEPS AGENCY ACTION

GCTS.

GCTS Form 2.

1. The client submits or sends 1. The staff answers the verbal or ,
. . . Guidance
written or verbal request for written request of the client and
) - . i None 1 day Counselor
psychological testing to OSA directs the client to answer the OSA
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2. The staff receives the GCTS
Form 2, schedules the

2. Client fills up GCTS Form 2 Psychological Test, and informs None 4 hours
the client.
3. Client agrees with the schedule |3. The staff prepares the testing
: . i None 1 day
and gives inform consent materials and the venue.
. : 4. The staff/examiner conducts
?ésilsllent takes the psychological and evaluates the psychological None 5 days
tests
4.1 stafflexaminer administers the Guidance
psychological testing None 5 hours Counselor
OSA
4.2 Staff/scorer scores and Guidance
encodes the psychological test None 1 hour Counselor
result OSA
4.3 GSS |r_1terprets and prepares None 4 hours
psychological report Guid
5. Client receives Psychological 5. GSS gives interpretation of the uidance
; None 1 hour Counselor
Test Result psychological test result OSA
6. Client answers online Feedback |6. The staff evaluates the feedback .
None 30 min
Form form
7 days, 14
TOTAL None hours and 30
minutes

*Depending on the battery of tests
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12. Recommendation for Possible Employment

This is to provide basic information (name, course, and contact details) of the recommended alumni to legitimate employers
for job placement purposes.

Office or Division: | Office of Student Affairs
Classification: | Complex
Type of Transaction: | G2B
Who may avail: | Government agencies and private employers
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Letter of Request Provided by requesting employee, agency or
company

2. Business Permit/SEC Registration/BIR Certificate of Registration or Provided by requesting employee, agency or

whichever is applicable. company

3. Notice from DOLE or equivalent agency of the availability of position | DOLE or equivalent agency

UPTC OSA GCTS

Email gcts.osa.uptacloban@up.edu.ph
FEES TO PROCESSING PERSON

4. GCTS Form 2

CLIENT STEPS AGENCY ACTION

BE PAID TIME RESPONSIBLE
1. Client submits letter of request, 1. The staff receives and checks the
accomplished GCTS Form 2, and GCTS Form 2 and pertinent None 1 day
pertinent documents. documents.
1.1 Staff forwards the letter of
request and documents to the Office None 1 day Guidance
of the Dean for Action Counselor
1.2 Receives Action from the Office : OSA
None 20 minutes
of the Dean
1.3 Checks Guidance Placement
Form and Exit Questionnaire None 1 day
(GPFES) Database, student’s
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informed consent, and University
Data Privacy Act guidelines
1.4 Prepares basic information of the
. None 1 hour
recommended alumni
2. Staff gives the names of the
2. Client receives the names of the recommended alumni to the .
. . . None 30 minutes .
recommended alumni requesting client (e., employer, Guidance
agency, and company) Counselor
3. Client submits feedback form 3. Staff gives feedback form None 30 minutes OSA
3.1 Staff evaluates the feedback .
None 30 minutes
form
3 days, 1 hour
TOTAL None and 50
minutes

13. Referral

To refer students needing specialized support and intervention to professionals, and/or outside agencies or institution.

Office or Division: | Office of Student Affairs
Classification: | Complex
Type of Transaction: | G2C
Who may avail: | Students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

UPTC OSA GCTS
Email gcts.osa.uptacloban@up.edu.ph

FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

Referral Form

CLIENT STEPS AGENCY ACTION
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1. Clients submits Referral Form or
written request for a referral

1. The staff receives the referral
form or written request for referral.

None

2 days

1.1. GSS/Staff conducts an intake
interview.

None

1 hour

1.2 GSS/Staff secures informed
consent from the client.

None

30 minutes

1.3 GSS/Staff prepares Referral
Form (External) and provides client
a directory of professionals, and/or
outside agencies or institutions
based on the assessment results.

None

1 day

2. When necessary and appropriate,
client is invited to a follow-up
session/s

2.1 Staff/ GCTS invites the client for
a follow-up session via email,
including in the communication the
schedule of the follow-up session.

None

30 minutes

2.2 Staff/GCTS secures informed
consent and conducts a follow-up
session with the client.

None

1.5 hours

3. Client is given feedback and
submits evaluation form

3. Staff gives feedback to the client
and requests the client to
accomplish evaluation for the
services rendered.

None

30 mins.

Guidance
Counselor
OSA

TOTAL

None

3 days, 4
hours
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14. Releasing of Certificate of Good Moral Character to External Clients

Releasing of Certificate of Good Moral Character to current and former students of UP Tacloban College.

Office or Division:

Classification:
Type of Transaction:
Who may avail:

| OFFICE OF STUDENT AFFAIRS

CHECKLIST OF REQUIREMENTS

Accomplished Request for Certificate of Good Moral Character

WHERE TO SECURE

https://docs.google.com/forms/d/e/1FAIpQLSfUIh
3Sdi-
PzgpkqgiN1DvlIPraWmbZz2hlzzty5CmcuKIGujdQ/
viewform

CLIENT STEPS

Deposit Slip or Proof of Online Payment

AGENCY ACTION

Provided by client

1. The client sends a Request
for Certificate of Good Moral
Character to
soa.osa.uptacloban@up.edu.ph

1. The staff in-charge receives the
Request for Good Moral Certification
and sends the instructions to the
client.

2. The client pays for the
certification fee and submits the
deposit slip or the proof of online
payment to
soa.osa.uptacloban@up.edu.ph

2.1. Receives the payment and sends
the receipt to the client

2.2. The staff in-charge receives the
proof of payment submitted by the
client.

FEES TO A PROCESSING PERSON
BE PAID TIME RESPONSIBLE
Guidance
None 10 minutes Counselor
OSA
P50 per Collecting Officer
copy 3 hours & 30 Cash Office
minutes
Guidance
None Counselor
OSA
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3. The client accomplishes the 3 The staff in-charge reviews the Guidance
e inputs on the Google Form for .
Request for Certificate of Good ¢ i f d | None 20 minutes Counselor
Moral Character Google Form Request for Certificate of Good Mora OSA
Character.

4. If not yet cleared, the client Guidance
complies with the requirements | 4. The staff refers the client to the

: . : : i None 2 days Counselor
from the Guidance. Services Guidance Services Specialist OSA
Specialist.
5. If cleared, the client provides |5. The staff prepares the certificate Guidance
the name/s of their chosen and forwards it to the unit/division of None 1 day Counselor
signatories. their chosen signatory. OSA
4. The client claims the 4. The staff in-charge prepares the Guidance
Certificate of Good Moral Certificate of Good Moral Character None 1 hour Counselor
Character for release. OSA

TOTAL P50 per 3days &5
copy hours

15. Releasing Of Certificate of No Pending Case

Issuance of Certificate of No Pending Case for UP Tacloban students applying for leave of absence.

Office or Division: Office of Student Affairs

Classification: Simple

Type of Transaction: G2C

Who may avail: Students/Student Organizations
CHECKLIST OF REQUIREMENTS

1. Exit Interview Clearance from the Guidance Services Specialist

WHERE TO SECURE

OSA-Guidance Counseling and Testing Services
Unit: gcts.osa.uptacloban@up.edu.ph
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2. Completed Request for Certificate of No Pending Case Form

CLIENT STEPS

1. The client sends a Request for

AGENCY ACTION

1. The staff receives request and

OSA-Student Organizations and Activities

Section: soa.osa.uptacloban@up.edu.ph
FEES TO PROCESSING

BE PAID

TIME

PERSON
RESPONSIBLE

Certificate of No Pending Case to : . . None 10 mins
sends the instructions to the client
soa.osa.uptacloban@up.edu.ph
2. The staff reviews the response Staff
2. The client completes the Request |on the Google Form and refers OSA
for Certificate of No Pending Case |the client to the Guidance None 1 hour
Form Services Specialist for the Exit
Interview schedule
3. The staff coordinates with the
. . Guidance Services Specialist and
3. The client undergoes exit . :
interview waits for the clearance notice None 2 days Guid
from the Guidance Services c ui an(I:e
Specialist ounselor
— . . OSA
4. After the exit interview, the client
: 4. The staff prepares the
obtains clearance from the o None 1 day
. : g certificate
Guidance Services Specialist
Guidance
5. The client claims the certification S T_h_e staff prepares the None 30 mins. Counselor
certificate for release
OSA
TOTAL| None | 39ays&3.5
hours
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16. Releasing of Certificate of Recognition
Processing and issuance of Certificate of Recognition to recognized student organizations at UP Tacloban College

Office or Division OFFICE OF STUDENT AFFAIRS

Classification SIMPLE

Type of Transaction G2C

Who may Avail Internal (Student Organization)
Checklist of Requirements Where to Secure

Cash office

Receipt or proof of online payment

FEESTO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION

BE PAID TIME RESPONSIBLE
1. The client sends a Request for 1. The staff receives the request Staff
Certificate of Recognition to and sends the payment None 10 mins
) . : OSA-SOAS
soa.osa.uptacloban@up.edu.ph instructions to the client.

. e 2. The staff receives the payment . ,
2.The client pays for the certification and provides the receipt to the P50 per 1 hour Collecting folcer
fee : copy Cash Office

client.
3. The cllen_t submits the receipt or 3. The staff prepares the Staff
proof of online payment to o None 3 hours

certificate OSA-SOAS
soa.osa.uptacloban@up.edu.ph
4. The client claims the Certificate of | 4. The staff prepares the None 20 mins Staff
Recognition certificate for release OSA-SOAS

TOTAL | None 4 hours, 30
minutes
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17. Request for Approval of Activity Proposal
Processing of activity proposals submitted by recognized student organizations of the college.

Office or Division OFFICE OF STUDENT AFFAIRS
Classification COMPLEX

Type of Transaction G2C
Who may Avail Internal (Student Organization)
Checklist of Requirements Where to Secure

1. Completed UPTC Student Organization Activity Proposal Form
2. Approved Student Organization Activity Proposal Form OSA-Student Organizations and Activities
3. Duly accomplished Activity Proposal and Activity & Facility Permit Section: soa.osa.uptacloban@up.edu.ph
Form
FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. The staff assists the student
organization in preparing the None 1 day
activity proposal

1. The student organization
prepares their activity proposal

2. The student organization

completes the UPTC Student 2. The staff reviews the

submission and waits for the

Organlzatl_on Ac_t|V|ty _P_roposal Form organization to submit their SOA None 4 hours
and submits their Activity Proposal Pronosal Eorm
endorsed by their Faculty Adviser P Staff
: : OSA-SOAS
3. The staff reviews all submitted
3. The student organization submits |requirements and forwards the
None 1 day

the SOA Proposal Form proposal to the OSA Coordinator
for approval

4. The staff sends the approved
SOA Proposal Form to the None 2 hours
student organization

4. The student organization receives
the approved proposal
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5. The student organization submits
the hardcopy of the following
documents:

e Duly accomplished Facility

5. The staff checks the submitted

Permit requirements and forwards the None 2 davs
e Approved SOA Proposal documents to the OSA y
Form Coordinator for final approval.
e Approved Proposal
Other needed attachments based
on the nature of the activity.
6. The staff returns the approved
6. The student organization receives | proposal to the student
o : None 1 day
the approved proposal organization and provides
instructions for facility reservation
7. The student organization 7. The staff coordinates with the
processes the facility reservation facility in-charge and receives the - ]
and complies with all the approved Use of Facility Permit of None 2 days Facility In-Charge
requirements the student organization
8. The student organization receives 8. The Staff. returns t_he approved Staff
. ..~ | Use of Facility Permit to the None 2 hours
the approved Use of Facility Permit o OSA-SOAS
Student Organization
TOTAL None 8 days
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18. Request for Approval of Posting of Publicity Materials
Processing of publicity materials submitted by recognized student organizations at UP Tacloban College.

Office or Division OFFICE OF STUDENT AFFAIRS

Classification SIMPLE

Type of Transaction G2C

Who may Avail Internal (Student Organization)
Checklist of Requirements Where to Secure
1. Approved Activity Proposal or Approved Letter from Partner (S)eséét\i-osr.]t_udent Organizations and Activities
Organization soa.osa.uptacloban@up.edu.ph
2. PDF copies draft publicity materials N/A
FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. The organization sends the draft | The staff receives the publication
publicity material to material, reviews the content, and None 1da Staff
soa.osa.uptacloban@up.edu.ph for |sends the approval notice | to y OSA-SOAS
approval. student organization
2. The organization receives the Staff
approval notice and posts their The staff monitors the posting None 1 day

o : OSA-SOAS
publicity material

TOTAL None 2 days
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19. UP System (Lingap-Iskolar) Scholarship Application and Evaluation

To assist UPCAT qualifiers from Geographically Isolated and Disadvantaged Areas (GIDA) under the 2024 Program of the
democratization of UP admissions

Office or Division | Office of Student Affairs — Scholarships and Financial Assistance Unit
Classification Simple to Highly Technical
Type of Transaction | G2C
Citizens must be:
Who may Avail e UPCAT passers who are from remote, geographically areas in the region
e Low family income bracket — P 135,000 and below gross annual family
income
~_ Checklist of Requirements ~ Whereto Secure |

Completely filled-out online application form

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

Application

1. The System generates and
sends a list of potential None Not applicable
beneficiaries at UPTC.

1.1 The SFA sends the online
application form (Google Form)
to potential beneficiaries of
UPTC.

1.2 The SFA checks
application eligibility, conducts
interview (online, by phone, or
in person), provides additional None 1 day
instructions, and sends a list of
any lacking requirement(s) via
email.

None Not applicable

1. A potential applicant submits the
online application form.

Page 176 of 281



University of the Philippines Tacloban College

2. The applicant submits lacking 2. The SFA acknowledges
documentary requirement(s) via receipt of the documents if None 1 day
email. they are complete.
2.1 The scholarship officer
reviews and ranks qualified None 3 days
potential beneficiaries based
on specific criteria.
TOTAL| None 5 working
days
Evaluation
1. The UPTC-SSFAC
generates the final list of UPTC-SSFAC
- ) L None 2 days
gualified potential beneficiaries
of UPTC.
2. UPTC endorses the final list
of qualified potential None 3 days Coordinator
beneficiaries to the System OSA
(OSDS).
TOTAL | None 5 working
days

20. UP System (Presidential) Scholarship Application and Evaluation

Office or Division: Office of Student Affairs — Scholarships and Financial Assistance Unit
Classification: Simple to Highly Technical
Type of Transaction: G2C
Citizens must be:
e a Filipino
e Bonafide UPTC student (enrolled, continuing, except first year)
e Must not be serving more than 30 days suspension upon application.

Who may avail:
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE

New Applicants:

1. Completely filled-out application form OSA
2. Registration Form5 OCS
3. Copy of grades/TCG OCs

4. Certification of Good Moral Character

OSA - Guidance and Counseling Services Unit

5. ITR/Certificate of BIR Exemption/Affidavit of Source of Income

Provided by client

Continuing recipients:

1. Registration Form5

OCS

2. Copy of grades/TCG

OCS

3. Certification of Good Moral Character

OSA - Guidance and Counseling Services Unit

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
Application
Scholarship personnel
announce the opening of
Presidential Scholarship Grant None 1 day
via online posting.
1. Applicant submits Letter of Intent |1.1 The SFA sends an online
through email. application (Google Form) via None 1 day Scholarship Affairs
email. Officer
2. The potential applicant 2. The SFA checks application OSA
accomplishes and submits the eligibility, conducts interviews
application form via email. (online, by phone, or in person), Staff
provide additional instructions, None 3 days OSA
and send a list of any lacking
requirement(s) via email.
. . . 3. The SFA acknowledges
g' The appllca_nt SUbr.n'tS lacking receipt of the documents if they None 1 day
ocument(s) via email.
are complete.
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3.1 The scholarships officer

reviews and ranks applicants None 5 days
based on specific criteria.
TOTAL None 11 working
days
Evaluation
1. The UPTC-SSFAC generates
a ranked list of qualified None 3 days UPTC-SSFAC
applicants.
2. UPTC endorses the ranked Coordinator
list of qualified applicants to the None 2 days OSA
System (OSDS).
TOTAL| None 5 working
days
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OFFICE OF STUDENT AFFAIRS (OSA)
INTERNAL SERVICES
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1. Counseling and Psychological Support

To assist the unique needs of the students through a person-to-person helping relationship designed to facilitate self-
understanding and self-development for better decision-making and resolution of personal and emotional problems and

concerns.

Office or Division:
Classification:

Type of Transaction:
Who may avail:

Office of Student Affairs

Highly technical application

G2C

Students and employees

WHERE TO SECURE
Provided by client
OSA GCTS
Email gcts.osa.uptacloban@up.edu.ph

FEESTO PROCESSING PERSON
TIME RESPONSIBLE

CHECKLIST OF REQUIREMENTS
1. Written or verbal request from the client

2. KaOSA MHPSS Form

CLIENT STEPS AGENCY ACTION

BE PAID

1. Answers the verbal or written
request of and directs the client to
the KaOSA MHPSS form: informed
consent, initial intake, brief
assessment and schedule of
appointment.

2. The staff receives the KaOSA
Form

2.1 The GSS assesses the
responses in the KaOSA MHPSS
2.2 The staff schedules the
counseling session

2.3 The staff informs the client of
the schedule.

1. Client submits or sends written or
verbal request for counseling to
OSA GCTS

None 1 day

Guidance
Counselor
OSA

2. Client fills up KaOSA MHPSS

Intake Form None

2 days

None 1 hour

None 20 minutes

None 20 minutes
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3. The staff prepares the
materials/documents for None 30 minutes
counseling

4. The GSS conducts counseling
session (e.g., in person, phone call
or online)

- The GSS terminates the None 2 hours
counseling session / schedules
follow-up / recommends referral
- The staff gives evaluation form

3. Client agrees with the counseling
schedule

4. Client answers counseling call or
meeting.

4.1 The GSS prepares counseling
notes for documentation and None 1 hour
safekeeping

5. Client answers online Feedback

Eorm 5. Evaluates the feedback form None 30 mins.
3 days, 4

TOTAL None hours and 10
minutes
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2. Donor-funded (Private) Scholarship: Application and Screening

Facilitate student application and screening for private funded scholarships.

Office or Division: Office of Student Affairs — Student Financial Assistance Unit
Classification: Highly Technical
Type of Transaction: G2C
Citizens must be:
Who may avail: ° a Filip_ino -
e Bonafide UPTC student (enrolled, continuing)
e Must not be serving more than 30 days suspension upon application.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Scholarship Application Form
2. Data Privacy Consent Form OSA
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
Scholarship announcement of
opening of available scholarships None | Not Applicable
via online posting.
1. Personnel checks application Scholarship Affairs
1 Scholarshio applicant submits eligibility, conducts interview, Officer
' papp . provides additional instructions, None 2 days OSA
Letter of Intent through email. o
and sends application
requirements through email. Staff
ipt i OSA
2. Applicant submits scholarship 2. St_aff acknowledges receipt if
e . requirements are complete. If not,
application requirements through K i bmit [acki None 3 days
email ask applicants to submit lacking
' requirement/s.
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3. Applicant receives
acknowledgement receipt of
application.

3. Scholarships officer reviews and
ranks applicants based on criteria.

None

5 days

3.1 Scholarship officer prepares
summary report/matrix for
presentation, and endorses
qualified applicants to donor

None

3 days

4. Receive Notice of Scholarship
Award

4. Request the scholar to submit
the following:
a. Thank you Letter to the
donor;
b. Landbank ATM Account
Number
c. Signed conforme Notice of
Scholarship Award.

None

5 days

Scholarship
Personnel

TOTAL

None

18 working
days
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3. Donor-funded (Private) Scholarship: Program Creation

To assist individuals or corporations who have the intention to donate to the university.

Office or Division: | Office of Student Affairs — Scholarships and Financial Assistance Unit

Classification: | Highly Technical

Type of Transaction: | G2C

Who may avail: | Private Donors to UP System
CHECKLIST OF REQUIREMENTS |

Letter of Intent

CLIENT STEPS AGENCY ACTION

WHERE TO SECURE

OSA

PERSON
RESPONSIBLE

FEES TO PROCESSING
BE PAID TIME

Scholarship Affairs
Officer
1. Prospective donor sends Letter of None 3 davs OSA
Intent sent via SFA email. 1. Scholarship staff receives LOI. y
Staff
OSA
Coordinator
1.1 OSA drafts MOA. None 3 days
OSA
2. Donor reviews Draft MOA f/iOCAc:IIege s legal officer evaluates None 4 days UPTC Legal Officer
3. Donor comments and approves 3. OSA forwards Draft MOA None Not applicable | Prospective Donor
Draft MOA.
4. Staff forwards final Draft to
4. Donor sends final draft Legal Office for recommendation None |5 working days| UPTC Legal Officer
to the President for signature
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5. Final MOA for signing g.rg;)igzlr%nature/approval of None |5 working days UP President
TOTAL| None | 20Working
days

4. Psychological Testing and Evaluation for UPTC Job Applicants

Psychological test evaluation for UPTC’s employee hiring and selection process.

Office or Division:
Classification:

Type of Transaction:
Who may avail:

Office of Student Affairs

Highly technical application

G2G

CHECKLIST OF REQUIREMENTS

1. Written request from the Personnel Services Office

UPTC Human Resource & Development Office (HRDO)
WHERE TO SECURE

Provided by client

2. Informed Consent from the Job Applicants

Provided by client

3. GCTS Form

CLIENT STEPS

AGENCY ACTION

OSA GCTS

Email gcts.osa.uptacloban@up.edu.ph
FEESTO PROCESSING

BE PAID TIME
1. The client submits written 1. The staff answers the written
request for psychological testing to |request of the client and directs the None 1 day
OSA GCTS. client to answer the GCTS Form 2.
2. The staff receives the GCTS
2. Client fills up GCTS Form 2 Form 2, sc_hedules the . None 4 hours
Psychological Test, and informs
the client.
3. Client agrees with the schedule |3. The staff prepares the testing
. : i None 1 day
and agrees with the testing fees materials and the venue.

PERSON
RESPONSIBLE

Guidance
Counselor
OSA
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3.1 Client informs the job applicants

/ examinees of the schedule None HRDO
4. The staff/examiner conducts Guidance
4. Clients’ job applicants/examinees | and evaluates the psychological
: None 4 days Counselor
takes the psychological tests tests
OSA
4.1 Job applicants accomplish 4.1 stafflexaminer administers the
GCTS Form 4 and informed psychological testing None 5 hours .
Guidance
consent Counselor
4.2 Staff/scorer scores and OSA
encodes the psychological tests None 1 hour
scores
4.3 GSS |r_1terprets and prepares None 2 hours
psychological report Guid
5. Client receives Psychological 5. GSS gives interpretation of the uidance
; None 1 hour Counselor
Test Result psychological test result OSA
6. Client receives billing statement 6. Staff prepares a_nd gives billing P100/test 30 min
statement to the client
7. Clients pays testing fees at the 7. Staff receives a photocopy / . Guidance
o . None 30 min Counselor
Cashier’s Office screenshot of the OR OSA
TOTAL | P100/test | ©days 14
hours

Page 187 of 281




University of the Philippines Tacloban College

5. Referral (Internal)

To refer students needing specialized support and intervention to professionals, and/or outside agencies or institution.

Office or Division:
Classification:

Type of Transaction:
Who may avail:

Office of Student Affairs

Complex

G2C, G2G

UPTC offices and individuals

WHERE TO SECURE

CHECKLIST OF REQUIREMENTS

1. Referral Form or written referral UPT.C OSA GCTS
Email gcts.osa.uptacloban@up.edu.ph
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
. . 1. The staff receives the referral
L. _CI|ents submits Referral Form or form and checks on the need None 2 days
written referral . .
services of the referred client.
1.1 Check on the University Data None 1 day
Privacy Act guidelines.
1.2 GSS/Staff reaches out to the
referred client and seeks informed None 3 days
consent. Guidance
1.3 If informed consent is secured, Counselor
GSS/Staff provides services to the None 3 days OSA
referred client.
1.4 Staff/GSS prepares reports None 1 day
2. When necessary, client receives |2. Staff GCTS provides feedback
appropriate feedback on the action |on the action taken only if
taken of the office subject to the necessary and subject to the Data None 1 hour
Data Privacy Act, RA 9258, and Privacy Act, RA 9258, and PGCA
PGCA Code of Ethics Code of Ethics
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10 days and 1
hour

TOTAL None

6. Releasing of Certificate of Advisorship to Faculty Advisers

Processing and issuance of Certificate of Advisorship to faculty advisers of recognized student organizations.

Office or Division OFFICE OF STUDENT AFFAIRS
Classification SIMPLE

Type of Transaction G2C
Who may Avail Internal (Faculty Adviser of Recognized Student Organizations)

Checklist of Requirements Where to Secure

Receipt or proof of online payment Cash office
FEESTO PROCESSING PERSON

CLIENT STEPS L ACENCYACTON  BEPAID.  TIVE RESPONSIBLE

1. The client sends a Request for The staff receives the request

Certificate of Advisorship to and sends the instructions to the None 10 mins
soa.osa.uptacloban@up.edu.ph client.
2. The client provides the following
details:
Staff
e Name The staff prepares certificate None 1 day OSA-SOAS

e Name of Advisee Organization
e Academic Year when he/she
served as faculty adviser

The staff prepares the certificate

None 5 mins
for release

3. The client receives the certificate

1 day, 15

TOTAL None .
minutes
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1. Application For Maya ID

Online helpdesk and support services for employees and students on UPTC's Learning Management System (LMS)

Office or Division: Systems Administrator's Office

Classification: Highly Technical
Type of Transaction: Government to Citizen
. UPTC Human Resource & Development Office (HRDO), UPTC Office of the College
Who may avail: )

Secretary and Registrar

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Necessary information of the individuals who are applying for a Maya
ID.

2. Additional requirement as applicable:

e For replacement of lost IDs, the applicant must submit a notarized

affidavit of loss.

Provided by client

FEESTO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submits the details of the
individuals applying for a Maya ID, | 1.1 Receives and validates the None 1 day
including, the consent form, ID individual information. Staff
picture, and personal information. Office of the Sys
1.2 Editing and cleaning of Ad
submitted ID pictures and None 1 day
documents.
. . Sys Ad
bg Submits the 1D applications to None 5 minutes Office of the Sys
aya
Ad
TOTAL| None 1day &5
minutes
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2. Offline IT Help Desk and Support Services

Help Desk Support for hardware and software-related issues and problems including the maintenance of computer networks
within the organization and extending support to users, staff, and clients for any problems related to network connectivity.

Office or Division:
Classification:

Type of Transaction:
Who may avail:

Systems Administrator's Office

High Technical

Government to Citizen

UP Tacloban Employees, UPTC Students, UPTC Facult

CHECKLIST OF REQUIREMENTS

, UPTC Staff
WHERE TO SECURE

SysAd Office, SAO Office, or a digital copy can
Duly Accomplished Job Order Form be requested via email from
sysad.uptacloban@up.edu.ph
FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submits duly accomplished Job 1.1 Responsible person receives Staff
Order Form requesting technical : P P None 2 min Office of the Sys
: and records the JO Form
assistance Ad
. Sys Ad
1.2 Responsible person acts on :
the JO request None 1 day Office (')Aljdthe Sys
1.3 Responsible person provides
a report (verbal/written, as .
applicable) to the status or None S min St.aff or
) Administrator
resolution of the request. .
- : Office of the Sys
. . . . . 2. Responsible person files the
2. Client gives satisfaction rating of : : ) . Ad
JO Form with the satisfaction None 1 min
the work done on the JO Form. .
rating.
TOTAL | None lday &8
minutes

Page 192 of 281




University of the Philippines Tacloban College

3. Online IT Help Desk and Support Services

Help desk and support request from employees and students on UP's online services such as UP email, UIS apps, Zoom, etc.
and other IT-related issues.

Office or Division: Systems Administrator's Office

Classification: Highly Technical

Type of Transaction: Government to Citizen

Who may avail: UP Tacloban Employees, UPTC Students, UPTC Faculty, UPTC Staff

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Details of assistance requested.
2. Additional requirement as applicable

e If student, copy of latest Certificate of Registration Form-5. Provided by client
e If new employee, copy of Notice of Appointment or similar
document.

The SysAd office will require additional information from the client on a
case-to-case basis

CLIENT STEPS AGENCY ACTION TEss I RO = s PERSON

BE PAID TIME RESPONSIBLE

1. Sends details of assistance
requested to the email address of
the Systems Administrator’s Office
at sysad.uptacloban@up.edu.ph

1.1 Request of the client is
acknowledged by sending an None 1 min

) Administrator
acknowledgement email.

Office of the Sys

1.2 Client request is evaluated Ad

and assigned to appropriate None 5 min

personnel for action

1._3 A§S|gned personnel handles None 1 day St_aff or
client’s request Administrator
1.4 Assigned personnel sends an None 1 min Office (,)A];;}he Sys

email to client updating on the
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status of the request or a
resolution of the assistance

requested.
2. Client acknowledges the 2. SysAd office will close the .
: None 1 min
response support ticket request
1day &8

Total None .
minutes
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TEACHING & LEARNING RESOURCE CENTER (TLRC)
EXTERNAL SERVICES
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1. Account Creation/Activation for Access to Computer and Internet

An account is created for every student who wants to avail of the free 20-hour computer and internet use per semester.
Account activation and creation is done only once per semester. An additional 10 hours of computer and internet use is
given for free to students who are doing their thesis or special problem. A fee of P15.00/hour is charged in excess of the
privilege. The paying of fees is done at the Cashier’s Office with minimum amount of P20.00. Amount payable can be
accumulated and paid at the end of the semester or before enrolling in the next semester.

Office or Division Teaching and Learning Resource Center

Classification Simple

Type of Transaction G2C — Government to Citizen

Who may Avail UPTC Students
Checklist of Requirements Where to Secure

U.P.ID or Form 5 Office of the College Secretary/Registrar
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Inform the staff of intention to 1. Ask from client the required None 1 minute Staff
avail of the service. document. TLRC
2.1. Receive the document and
encode the information to the
database.
2. Present the required document | 2.2. Inform client of the None 2 minutes Staff
(U.P. ID or Form 5) username and password and TLRC
other information
2.3. Return the required
document
) ) ) . £15.00/ . Staff
3. Login to any available computer. | 3. Assist the client when needed. hour in 2 minutes TLRC
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excess of
the privilege
P15.00/hour
in excess
of the
privilege

TOTAL 5 minutes

2. Clearing of Accountability

Accountability must be cleared before or during the enrollment period. Promissory letter indicating the promised date of
payment within the semester is allowed for enrollment purposes only. The student must clear the accountability on or before
the date indicated in the promissory letter.

Office or Division Teaching and Learning Resource Center
Classification Simple
Type of Transaction G2C — Government to Citizen

Who may Avail | UPTC students
Checklist of Requirements Where to Secure

Details of amount payable sent through email by the TLRC staff Email sent by the TLRC Staff

including bank details of UP Tacloban

View the Computerized Registration System
(CRS) account

Proof of payment:

e Official Receipt (original or scanned/image) or Cashier’s Office
e Bank deposit slip/fund transfer receipt (screenshot/image) To be provided by the client
If the client is unable to pay the accountability, a promissory letter is To be provided by the client

allowed for enroliment purposes only. The promissory letter must
indicate a targeted date of payment within the semester. Only one
promissory letter is allowed for a given accountability.
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FEESTO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

CLIENT STEPS AGENCY ACTION

1. Receive the proof of payment
or promissory letter.

If a hard copy of proof of payment

is received, the TLRC staff:

e record the payment details in
the logbook and clear the client
of the accountability

o affix signature at the lower
portion of the presented
document as proof of clearance
of the accountability

1. Present proof of payment or

promissory letter to the TLRC staff | If the proof of payment is received . Staff
or email to online, the TLRC staff None > minutes TLRC
tirc.uptacloban@up.edu.ph.. e record the payment details in

the logbook and clear the
accountability

e confirm receipt and clearance
of the accountability by replying
to the email

If a promissory letter is received,

the TLRC staff will check the

record of accountabilities.

e If the accountability is incurred
within the semester, the
promissory letter is accepted
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and the client is marked as
temporarily cleared in the CRS.

e If the accountability was
incurred during the past
semester(s), the client is
informed that the promissory
letter is not accepted and that
he/she is required to settle the
accountability before the
enroliment period.

TOTAL None 5 minutes

3. LMS (Adding and Removing A Single User To/From Their Respective Course Sites)

The TLRC, through the LMS help desk, receives requests from students for their enrollment or removal from an LMS course
site(s).

Office or Division \ Teaching and Learning Resource Center

Classification Simple

Type of Transaction G2C — Government to Citizen

Who may Avail | UPTC students
Checklist of Requirements

Form 5 with adviser signature and confirmation from the OCS, if the

client is a student.

Email request, if the client is a faculty.

CLIENT STEPS AGENCY ACTION

Where to Secure

CRS site

Office of the College Secreta
FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

1. Submit a request through the 1.1 Receive the request 5 minutes LMS Admin.
LMS Helpdesk or personally visit ' 9 ' during regular Assistant
the TLRC office. school days TLRC
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1.2 Check the submitted Form 5

to verify the client’s enroliment in 2 hours during
the indicated course. peak time/

enrollment
1.3 Act on the request once the period

data is verified. Otherwise, he/she
informs the client to submit his/her
Form 5 that is signed by his/her
adviser.

1.4 Send an email to the client
informing him/her that his/her
request has been acted upon

TOTAL None

5 minutes
2 hours

4. Payment of Fees

Starting February 9, 2018, the TLRC no longer accepts cash payments. Fees must be paid at the Cashier’s Office. Unpaid
fees at the end of every semester are posted in the student’s Computerized Registration System (CRS) account as an

accountability.

Office or Division Teaching and Learning Resource Center

Classification Simple

Type of Transaction G2C — Government to Citizen

Who may Avail UPTC students
Checklist of Requirements Where to Secure

Payment Order Form Teaching and Learning Resource Center

Official Receipt Cashier’s Office
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CLIENT STEPS AGENCY ACTION FEESTO  PROCESSING PERSON

1.1 Check the records and fill out
the payment order form.

BE PAID TIME RESPONSIBLE

1.2 Issue payment order form
and inform the client to proceed
to the Cashier’s Office for None 3 minutes
payment, if the amount payable
is 20.00 or more. Otherwise,
the client is told to wait for the
accumulated fees to be greater
than £20.00.

Staff
TLRC

1. Request for assessment of
amount payable.

2. Claim the payment order form
and pay corresponding fee at the
Cashier’s Office.

Amount
payable

3. Receive the official receipt.

If received on-site, the TLRC

staff:

¢ record the payment details in
the logbook to clear the client
of the accountability.

o affix signature at the lower None 5 minutes
portion of the official receipt as
proof of clearance from the
accountability.

¢ return the official receipt to the
client.

3. Present the official receipt of
payment to the TLRC staff or send
a soft copy of it through email to
tirc.uptacloban@up.edu.ph

Staff
TLRC

If received online, the TLRC staff:
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e confirm receipt by replying to
the email.

e record the payment details in
the logbook to clear the client
of the accountability.

Amount

payable 8 minutes

TOTAL

5. Photocopying and Scanning

Photocopying and scanning services have corresponding fees. Photocopying: P1.00/page; Scanning: P1.00/page. The
payment of fees is done at the Cashier’s Office with minimum amount of P20.00. Amount payable can be accumulated and
paid at the end of the semester or before enrolling in the next semester. Official documents of faculty and staff are free of

charge.

Office or Division Teaching and Learning Resource Center
Classification Simple
Type of Transaction G2C — Government to Citizen; G2G — Government to Government
Who may Avail UPTC students; UPTC faculty and staff
Checklist of Requirements Where to Secure
Storage media or email address if the request is for scanning of
documents

To be provided by the client

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1.1 Receive the documents and
storage media

1. Present to the TLRC staff the
documents and storage media (if
scanning).

1 minute
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2.1 Proceed with the
photocopying or scanning.

2. The client waits until 2 2 Fill out the pavment order 2 minutes Staff
photocopying or scanning is férm pay £1.00/ page (per 1 page TLRC
complete. ' document)
2.3 Record the transaction in the
logbook.
3. Claim the document and/or 3. Release the docu.ments. . Staff
and/or storage media and issue None 1 minute TLRC

storage media. payment order form.

TOTAL | P1.00/ page 4 minutes

6. Printing

Printing has a corresponding fee that ranges from P1.00 to P3.00 per page, depending on the color and quality of the
documents to be printed. The paying of fees is done at the Cashier’s Office with minimum amount of P20.00. Amount
payable can be accumulated and paid at the end of the semester or before enrolling in the next semester. Printing of official
documents by UPTC faculty and staff is free of charge.

Combination of in-person and online transaction

Office or Division \ Teaching and Learning Resource Center

Classification Simple

Type of Transaction G2C — Government to Citizen; G2G — Government to Government

Who may Avail | UPTC students; UPTC faculty and staff
Checklist of Requirements Where to Secure

Email containing the files to be printed and instruction To be provided by the client

FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
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1.1 Print the document found in
the email.
#1.00/ page
1.2 Fills out the payment order — black and
1. Send email request to form white £2.00/ 4 minutes
tirc.uptacloban@up.edu.ph. The page — (20-page Staff
email must contain the instruction | 1.3 Record transaction in the colored simple TLRC
and file/s to be printed. logbook. #3.00/ page document)
— colored,
1.4 Reply to the email of client heavy
to notify when printed document
is ready for pick-up.
2. Proceed to TLRC to pick-up the | 2. Release the document/s and None 1 minute Staff
printed document/s. issue payment order form. TLRC
ToTAL | P1:00-3.00/ 1 4 inutes
page

7. Registration For the Peer Tutorial

The Tutorial Program is designed for students who need learning assistance in subjects where they find difficulty.

Office or Division Teaching and Learning Resource Center

Classification Simple

Type of Transaction G2C — Government to Citizen

Who may Avail UPTC students
Checklist of Requirements Where to Secure

Online— provided by the Teaching and Learning

Resource Center

Registration form (google forms)
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FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. If registration is done online, 1 working day Coordinator
the TLRC staff sends an email (the email will TLRC
to the client to acknowledge be sent to all
1. Fill out registration form online | receipt of the registration and None registrants at Or

remind client of the schedule of the end of
tutorial session. each working Staff

day) TLRC

TOTAL | None 1 working day

8. Signing of Clearance

The TLRC coordinator is the person in authority to sign a student’s clearance. Signing can be done in-person or online.

In-person transaction

Office or Division Teaching and Learning Resource Center

Classification Simple

Type of Transaction G2C — Government to Citizen

Who may Avail UPTC alumni
Checklist of Requirements Where to Secure
Clearance form Office of the College Secretary and Registrar

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1.1. The TLRC staff receives the 1 working day Co%r_dlqu?tor
1. Present a filled-out clearance clearance form and checks the list None (the
form. of accountabilities. coordinator o
. : r
might be in a
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1.2. If the client has no meeting or is Staff
accountability, the TLRC staff having classes) TLRC
countersigns the clearance form
and forward it to the TLRC
coordinator for signature.

If the client has an accountability,
the TLRC staff informs the client
to settle the accountability.

1.3. The TLRC coordinator signs
the clearance.

, : Staff
2. Claim the signed clearance 2. The TLRC staff releases the None TLRC
form. clearance form.

TOTAL | None 1 working day

Online transaction
Office or Division Teaching and Learning Resource Center

Classification Simple
Type of Transaction G2C — Government to Citizen; G2G — Government to Government

Who may Avail UPTC alumni
Checklist of Requirements Where to Secure
Clearance form Office of the College Secretary and Registrar

 A~ENAV A~TIAn  FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Send a soft copy of clearance 1.1 The TLRC staff replies to the 1 working day Cogl)_lr_dllé?éwtor
form through email to email to confirm receipt of the N (the
one .
tirc.uptacloban@up.edu.ph clearance form. coordinator or
might be in a
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1.2 The TLRC staff checks the list
of accountabilities.

If the client has no accountability,
the TLRC staff forwards the
clearance to the email of the
TLRC coordinator.

If the client has an accountability,
the TLRC staff informs the client
to settle the accountability.

1.3 The TLRC coordinator signs
the clearance and email it back to
the TLRC Staff.

1.4 The TLRC staff returns signed
clearance to the client.

meeting or is
having classes)

Staff
TLRC

TOTAL

None

1 working day

In-person transaction
Office or Division
Classification
Type of Transaction
Who may Avail

a piece of paper

Teaching and Learning Resource Center

Simple

G2C — Government to Citizen; G2G — Government to Government

Checklist of Requirements
Storage media containing the files to be printed and the instruction on

UPTC students; UPTC faculty and

staff

Where to Secure

To be provided by the client

CLIENT STEPS

AGENCY ACTION
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1.1. Receive the storage media
and piece of paper with

instruction.
#1.00/ page
1.2. Print the document. — black and
1. Present to the TLRC staff the (instruct client to return at a white £2.00/ 4 minutes
storage media containing the file/s | certain time if document to be page — (20-page Staff
to be printed and the piece of printed is above 20 pages) colored simple TLRC
paper with the instruction. #3.00/ page document)
1.3. Fill out the payment order — colored,
form. heavy
1.4. Record transaction in the
logbook.
2. Pick-up the printed document. 2.is|:\;i|:apsaey::eenctj%$3<r:rigtr:1r.]d None 1 minute .I.Sl_t;fé
TOTAL P1.00-3.00/ 5 minutes
page
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TEACHING & LEARNING

RESOURCE CENTER (TLRC)
INTERNAL SERVICES
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1. Borrowing Of Equipment

Borrowing of equipment is for official and academic purposes only. Borrowing of equipment for academic purposes must be
requested by the course instructor. A request must be made at least a day before the schedule of use of the equipment.

Office or Division Teaching and Learning Resource Center

Classification Simple
Type of Transaction G2C - Government to Citizen; G2B — Government to Government

Who may Avail UPTC Faculty, Staff, U.P. Students
Checklist of Requirements Where to Secure

Letter of request To be provided by client

FEESTO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1.1 Receive the letter of request.

1.2 Forward the letter request to

1. Submit a letter of request to the TLRC Coordinator for Coordinator
borrow an equipment. The letter approval. TLRC
must contain the specifications None 1 working day

and the purpose/use of the 1.3 The coordinator checks and Staff
equipment. acts on the request. TLRC

1.4 If approved, the staff prepares
the items to be borrowed.

2.1 Check the logbook entries.

2. Write the request details in the None 5 minutes Staff
logbook and affix signature. 2.2 Release the borrowed items TLRC
to the client.

1 working day

TOTAL None .
5 minutes
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2. LMS (Adding Students in Bulk In Their Course Sites)

The TLRC, through the LMS email, receives requests from the faculty for students to be added to their course site(s).

Office or Division | Teaching and Learning Resource Center
Classification

Checklist of Requirements Where to Secure
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1.1. Receive the request and
checks the client’s information to 15 minutes
verify the legitimacy of the during regular
request. school days
1. Submit a request through email LMS Admin.
or personally visit the TLRC office. | 1.2. Check the list of students and None 2 hours during Assistant
creates a CSV form that contains peak time/ TLRC
the necessary student data. enrollment
period
1.3. Upload the CSV file to the
LMS.
TOTAL| None 15 minutes
2 hours
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3. LMS (Resetting of LMS Log-In Credentials)

The TLRC, through the LMS help desk and email, receives requests from UP Tacloban faculty and students for the resetting
of forgotten LMS log-in credentials.

Office or Division Teaching and Learning Resource Center

Classification Simple

Type of Transaction G2C - Government to Citizen; G2G — Government to Government
Who may Avail UPTC Faculty, Staff, U.P. Students

 Checklist of Requirements @ WheretoSecure @

Completely filled up information sheet in the LMS Helpdesk site LMS Helpdesk Site

FEESTO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submit a request through .
email, the LMS help desk, or 1.1 Recelve the request. None 3 minutes
personally visit the TLRC office.
1.2 Once client information is )
verified, the LMS staff resets the . LMS Adm/n.
log-in credentials of the client None 1 minute Assistant
' TLRC
1.3 Send an email to the client
containing the updated log-in None 1 minute
credentials.
TOTAL None 5 minutes
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4. Reservation for the Use of Discussion Room

One discussion room with seating capacity of 12 is available for meetings and other similar activities of UPTC offices,
faculty, staff and administrators. It is free of charge.

Office or Division Teaching and Learning Resource Center

Classification Simple

Type of Transaction G2G — Government to Government

Who may Avail UPTC faculty and staff
Checklist of Requirements Where to Secure

eerzzera]ge to reserve through email, messenger, SMS or inform in- To be provided by the client
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1.1 Check for the availability of
the room.
1. Send message to reserve 1.2 Reserve the room if : Staff
through email, messenger, SMS, . None 2 minutes
S : available (encode to the TLRC
or visit the TLRC office. : o
reservation application).
2 Send message/ inform client
of: 2 minutes Staff or LMS
2. Wait for confirmation ¢ availability and confirmation of None Admin. Assistant
reservation TLRC
¢ unavailability
TOTAL None 4 minutes
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LEYTE SAMAR HERITAGE CENTER (LSHC)
INTERNAL SERVICES
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1. Use of Standees (e.g., roller, foldable, etc.), Books, References and Other Items

The Leyte-Samar Heritage Center (LSHC) allows internal clients to borrow and use its standees, books, references, and other
items within the UP Tacloban College campus for free.

Office or Division: Leyte Samar Heritage Center (LSHC)

Classification: Simple

Type of Transaction: G2C - Government to Citizen

Who may avail: UP Tacloban College Faculty Members, REPS, Administrative Staff & Students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request Letter As provided by client
2. Accomplished Borrower’s slip Leyte Samar Heritage Center (LSHC)
3. Valid ID As provided by client

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Receive, record, and asses the None 2 minutes
letter of request and validate the
borrower’s identity using the
presented valid ID (e.g., Student
ID, company ID)

1.1 Check the availability and None 2 minutes Staff
state of the requested materials. LSHC
If available, proceed to step
number 3. If not, END OF
TRANSACTION.

1. Hand in the request letter and
valid ID to the Person in-charge
(URA or the administrative
assistant) who are on duty

2. Accomplish the borrower’s slip 2. Receive and recommend for None 3 minutes

and fill in the borrower’s record book | the approval of the borrower’s slip

3. Wait for the approval of the . . None 1 minute Director
3. Approve the borrowing of items LSHC

borrowed items
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4. Record the state of the None 1 minute
4. Receive the borrowed requested item(s) and turn over Staff
materials/items the requested item(s) to the LSHC
borrower/requestor
TOTAL None 9 minutes

2. Return of Standees (e.g., roller, foldable, etc.), Books, References and Other Items

This service ensures that all the borrowed items such as standees, books, and references are in good condition before such
items are returned to the LSHC office.

Office or Division: Leyte Samar Heritage Center (LSHC)

Classification: Simple

Type of Transaction: G2C - Government to Citizen

Who may avail: UP Tacloban College Faculty Members, REPS, Administrative Staff & Students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Copy of the approved borrower’s slip As provided by client
2. Valid ID As provided by client

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Assess the condition or state of
1. Hand in the borrowed item/s, and | the borrowed item(s). If in GOOD
valid ID along with the copy of the CONDITION, proceed

approved borrower’s slip to the immediately to Step 2. If in BAD None > minutes Staff
Person in-charge (URA or the CONDITION?*, the borrower or LSHC
administrative assistant) who are on | requestor must repair the

duty damaged item(s) and/or restore it

to its original condition upon
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borrowing. In case the damages
sustained by the borrowed item(s)
are beyond repair, the requestor
must replace the borrowed
item(s) with exactly the same
specifications or brand, among
others.

1.1 Return the borrowed items to
its proper storage area.

2. Recommend the clearance of
the borrower from accountability
by stamping the borrower’s slip None 1 minute
with date of return and condition
of the borrowed items.

None 2 minutes

2. Fill in the borrower’s
receipt/return record book

2.1 Approve the clearance from . Director
accountability None 1 minute LSHC
3. Receive the stamped borrower’s | 3. Hand in the stamped/cleared . Staff
: o None 1 minute
slip borrower’s slip LSHC
TOTAL None 7 minutes

*Repair or replacement of damaged item(s) must be made within 15 days after the original date of return indicated in the
borrower’s record book and borrower’s slip. If the repair or replacement of damaged item(s) will take more than the prescribed
period, a letter requesting for extension beyond the prescribed period shall be submitted to the LSHC Director subject to his/her
approval. In case the borrower/requestor fails to repair or replace the damaged item(s) within the approved allowable period,
the borrower/requestor shall be temporarily banned from borrowing items from the Center until he/she has returned the
borrowed item(s).
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3. Use of the LSHC Main and Mini Gallery (Facilities)

The Leyte-Samar Heritage Center allows faculty members, REPS, and staff of the College to use the LSHC Main Hall as a
venue for conducting various academic-related, research extension, and public service activities for free.

Leyte Samar Heritage Center (LSHC)

Simple

G2C - Government to Citizen; G2G - Government to Government

UP Tacloban College Faculty Members, REPS & Administrative Staff
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Activity Proposal Approved by the Dean As provided by the client

2. Activity Permit LSHC Director’s Office

3. valid ID As provided by client

CLIENT STEPS FEES TO PRO_IC_ZIIi/lSESING

BE PAID

Office or Division:
Classification:

Type of Transaction:
Who may avail:

PERSON

AGENCY ACTION  RESPONSIBLE |

1. Hand in the approved activity .
: 1. Receive, record, and asses the
proposal to the person in-charge of activity proposal and validate the
the facility (URA or the re uegtgr’spidentit using the None 2 minutes
administrative assistant) who are on 9 y 9
presented UP ID
duty Staff
1.1 Check for the availability of . LSHC
o None 1 minute
the facility
2.Fill-up the Activity Permit and 2> Reserve and recommend for
hand it to the Person in-charge of h | of th o . None 1 minute
the facility the approval of the Activity Permit
3. Present Activity Permit for final 3. Approve the Activity permit None 1 minute Director
approval LSHC
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. ... | 4. Provide copies of the approved
4. Receive copy of approved Activity permit to the Security office, and None 1 minute Staff
Permit . i LSHC
the person in-charge of the facility
TOTAL None 6 minutes
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GENDER & DEVELOPMENT PROGRAM (GDP)
EXTERNAL SERVICES
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1. Consultation

Provide advice or opinions on gender and development (GAD) matters, such as gender sensitivity, gender mainstreaming,
and Harmonized Gender and Development Guidelines (HGDG).

Office or Division: Gender and Development Program

Classification: Highly Technical Application

Type of Transaction: G2C

Who may Avail: Students and employees
Where to Secure

Checklist of Requirements
Written or verbal request from the client GDP.

Email: gdp.uptacloban@up.edu.ph
FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Visit the GDP office to set an 1.1 Calendar the consultation date None 4 hours Staff
appointment on GAD consultation | 1.2 Inform GDP Coordinator GDP
1.3 GDP Coordinator gives advice or
opinion of GAD matter presented by None 2 hours Coordinator
client during the scheduled GDP
consultation
1.4 If the office is unable to provide
the technical assistance, GDP
Coordinator writes a letter of request .
; . Coordinator
and coordinates with a None 16 hours
T . GDP
specialist/expert on the subject matter
of the GAD concern and await for
response.
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1.5 The office follows up on the
request letter to the specialist or

expert, and upon approval, None 40 hours (S;;g
coordinates a consultation schedule
with the client.
1.6 If the GAD specialist/expert
initially requested is unavailable, the Coordinator
office shall coordinate with another None 56 hours GDP
GAD specialist/expert. (Steps 4 and 5
shall be repeated)
118 hours or
TOTAL None |aPproximately
15 working
days
1. If online consultation is preferred, | 1.1 Upon receipt of the email, the
the client may send an email to GDP Coordinator shall respond to Coordinator
gdp.uptacloban@up.edu.ph or set |query on GAD concern of the client. None 16 hours GDP
an appointment date through the
GDP Google appointment form
1.2 If the query cannot be answered
by the office, the GDP Coordinator
shall consult with an expert/specialist None 40 hours Coordinator
within the University, GAD GDP
committees, or offices outside the
University.
1.3 After consultation with an expert
or specialist, the GDP Coordinator None 8 hours Staff
shall respond to the client's GAD GDP

query.

Page 222 of 281



mailto:gdp.uptacloban@up.edu.ph

University of the Philippines Tacloban College @

64 hours or
approximately
8 working
days

TOTAL None

2. Request for Training, Seminar or Forum

Provide training, seminars, and fora on gender and development (GAD) matters, such as gender sensitivity, gender
mainstreaming, and Harmonized Gender and Development Guidelines (HGDG).

Office or Division: Gender and Development Program

Classification: Highly Technical Application

Type of Transaction: G2G

Who may avail: UP constituents and other institutions

Checklist of Requirements 'Where to Secure

GDP
Email gdp.uptacloban@up.edu.ph

FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

Letter of request to conduct training/seminar/forum on GAD matter

CLIENT STEPS AGENCY ACTION

1. Write letter of request for 1.1 Receive the letter of request and Staff
training/seminar/ forum on GAD stamp it with the date of receipt. None 4 hours GDP
matters 1.2 Inform the GDP Coordinator
1.3 GDP Coordinator assesses the Coordinator
. . None 8 hours
needs of training/seminar/forum GDP
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1.4 The office writes a proposal to
conduct the training/seminar/forum

Coordinator

and submits the proposal to the None 16 hours GDP
Dean’s Office for approval
1.5 If the activity requires budget Staff
approval, the Administrative Aide None 16 hours GDP
submits the request through Bulsa
1.6 The office writes letters of request
. Staff

to resource persons and awaits a None 16 hours GDP
reply.
1.7 The office follows up letter request
to resource persons, and upon None 40 hours Staff
approval, coordinates the schedule of GDP
training/seminar/forum
1.8 The office writes letters of request Coordinator
for the use of the College’s facilities None 16 hours

C : GDP
for the training, seminar, or forum.

100 hours or
TOoTALl  None approximately
12 working
days
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OFFICE OF ANTI-SEXUAL HARASSMENT (OASH)
EXTERNAL SERVICES
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1. Request for Technical Assistance (Orientation/Training)

UPTC through the Office of Anti-Sexual Harassment Office (OASH) can extend technical assistance by providing resource
persons to requesting external parties in relation to the conduct of anti-sexual harassment education or information activities.

Office or Division: Office of Anti-Sexual Harassment (OASH)

Classification: Simple
G2C - Government to Citizen; G2G - Government to Government; G2B -
Government to Business

Who may avail: All

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Letter of Request As provided by client

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Receive Request Letter and

Type of Transaction:

1. Submit Request Letter discuss with client the details of the None 5 minutes .
Coordinator
request. OASH
1.1 Endorse & forward to the Dean’s .
. None 1 minute
Office for approval.
Dean
1.2 Evaluate & approve the request. None 1 hour Office of the
Dean
2. Give a copy of the approved
2. Receive copy of approved Request Letter to the client and None 1 minute Staff
Request Letter another copy to the OASH Dean’s Office
Coordinator.
TOTAL| None | 1hour&s®
minutes
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OFFICE OF ANTI-SEXUAL HARASSMENT (OASH)
INTERNAL SERVICE
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1. Filing a Sexual Harassment Complaint

This service allows students, employees, and other members of the academic community to formally file a sexual harassment
complaint with the Office of Anti-Sexual Harassment for proper documentation, assessment, and action. The Office ensures
that complaints are received confidentially, evaluated in accordance with institutional policies and relevant laws, and referred
for appropriate investigation and resolution.

Office or Division: Office of Anti-Sexual Harassment
Classification: Highly Technical Application

Type of Transaction: G2C — Government to Citizen
Who may avail: UPTC students, faculty & staff

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Must be afilated to the college. | -~
FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Aggrieved party files a
complaint/reports an incident of
sexual harassment (may be done in
written, oral, through text, or other
non-written means).

1.1 Staff conducts an intake Staff

interview and case documentation. None 1 day OASH

1.2 The OASH coordinator reduces
; . . Faculty In-
in writing a report that is done
3 days charge
orally, through a text message, or
. OASH
through other non-written means.

2. The aggrieved party signs the Eaculty In-
documents related to the complaint | 2.1 The OASH coordinator asks the y

: . . ) None 1 day charge
(case-in-take form for non-written aggrieved party to sign the report. OASH
reports)
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2.2 The staff serves notice to the 0 o!ays(?fter
person complained of. None aggrieved party
signs the report
2.3 The office receives the
notarized response of person None 5 days Faculty In-
complained of. charge
2.4 The office forwards the None 1 day OASH
documents to the ASH Council.
3. The aggrieved party and the 3.1 The office follows up with the
complained party wait for the action | ASH council regularly on the status None -
from the ASH Council. of the case, until resolution.
TOTAL None 21 days
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UGNAYAN NG PAHINUNGOD
EXTERNAL SERVICES
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1. Request for MOU Partnership with Ugnayan ng Pahinungod Tacloban for Program/Activity
Implementation

Offices may request Pahinungod Tacloban for MOU partnership for program/ activity Implementation.

Office or Division Ugnayan ng Pahinungod
Classification Highly Technical Application

Type of Transaction G2C/G2B/G2G
All interested units (e.g. Ugnayan ng Pahinungod Offices in Constituent Universities,

Who may Avail Other Units in UP, Other Universities, Public Schools, Government Agencies, Local
Government Units, Non-Government Organizations, etc.)
Checklist of Requirements Where to Secure

Formal letter request addressed to the Office Coordinator with
corresponding MOU/partnership details

CLIENT STEPS AGENCY ACTION

Provided by client

FEES TO PROCESSING
BE PAID TIME

PERSON
RESPONSIBLE

1. The requesting party writes a
formal request to Pahinungod .
. - Junior
Tacloban with a general description . :
. 1.1 Receive the request and Extension
of the nature of the partnership, the None 1 day .
. 0 proposal. Associate
rationale, the expected contribution .
. . Pahinungod
of both parties, resources involved,
and other pertinent details.
1.2 The Coordinator, and the Coordinator
project staff, evaluates the and
feasibility of the proposed Junior
partnership based on whether the None 1 day Extension
project is part of the Office’s Associate
mandate; on whether this will Pahinungod
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contribute to UP Tacloban’s goals;
on whether funds and other
resources are available; on whether
it may be accommodated in the
office’s timetable; among other
important considerations:

1.3 Pahinungod staff sets meetings Junior
with appropriate/ concerning parties Extension
(experts in the field, researchers None 3 days Associate
who have done similar work, etc.) Pahinungod
1.4 Pahinungod staff conducts Junior
diligent re_sea_rch on the proppsed None 3 days Extens_lon
partnership (library work, online Associate
research, interviews, etc.) Pahinungod
2.1 The Coordinator meets with the
proponents of the partnership to
further clarify details about the Coordinator
2. Once approved, the request. Pahinungod
proposing party meets with and
Pahinungod Tacloban (virtually If the MOU/partnership agreements None 10 days Junior
or in-person) to discuss the have been finalized and mutually Extension
proposal in detalil. agreed upon by both parties, Associate
Pahinungod Tacloban submits the Pahinungod
documents to the College legal
officer for review and endorsement.
Coordinator
2.2 Pahinungod Tacloban and
communicates the decision to the None 1 day Junior
proponent. Extension
Associate
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Pahinungod

TOTAL None 19 days

2. Request For Collaboration with Ugnayan Ng Pahinungod Tacloban For Extension
Program/Activity Implementation

Offices may request Pahinungod Tacloban for activity collaboration for extension program/ activity implementation.

Office or Division Ugnayan ng Pahinungod
Classification Highly Technical Application

Type of Transaction G2C/G2BI/G2G
All interested units (e.g. Ugnayan ng Pahinungod Offices in Constituent Universities,

Who may Avail Other Units in UP, Other Universities, Public Schools, Government Agencies, Local
Government Units, Non-Government Organizations, etc.)
Checklist of Requirements Where to Secure

Letter request addressed to the Office Coordinator with corresponding
program or project details

CLIENT STEPS AGENCY ACTION

Provided by client

FEESTO PROCESSING
BE PAID TIME

PERSON
RESPONSIBLE

1. The requesting party writes a

formal request to Pahinungod .
. - Junior
Tacloban with a general description : :
1.1. Receives the request and Extension
of the nature of the None 1 day .
rogram/activity, the rationale, the proposal. Associate
prog o ’ Pahinungod

expected contribution of both
parties, the costs and resources
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involved, and other pertinent
details.

1.2. The Coordinator, together with
the project staff, evaluates the
feasibility of the proposed
program/activity based on whether
it is part of the Office’s mandate; on

Coordinator

whether this will contribute to UP Jszi?)r
Tacloban’s goals; on whether funds 1 day :
: . Extension
and other resources are available; .
. Associate
on whether it may be Pahinunaod
accommodated in the Office’s g
timetable; among other important
considerations:
1.3. Pahinungod staff sets meetings
with appropriate/ concerning parties
(experts in the field, researchers None 3 days Junior
who have done similar work, etc.) Extension
1.4. Pahinungod staff conducts Associate
diligent research on the proposed Pahinungod
A 3 days
program/activity (library work,
online research, interviews, etc.)
2. OnC(_a approved, the . 2.1. The Coordinator meets with the Coo.rdlnator
proposing party meets with - Pahinungod
. : proponents of the program/activity
Pahinungod Tacloban (virtually . : None 5 days
. . to further clarify details about the
or in-person) to discuss the and
: ) request. .
proposal in detail. Junior
2.2. Pahinungod Tacloban None 1 day Extens_lon
Associate
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communicates the decision to the
proponent.

Pahinungod

TOTAL

None

14 days
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1. Request Pahinungod Documents

UP offices may request documents (e.g., memos, letters, modules, copies of program proposals, certificates, etc.) from
Pahinungod Tacloban.

Office or Division Ugnayan ng Pahinungod
Classification Simple
Type of Transaction | G2G

Who may Avail Ugnayan ng Pahinungdd Offices in Constituent Universities; other UP offices

Checklist of Requirements Where to Secure

Formal request letter addressed to the Office Coordinator ]

FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Client sends a letter request to 1.1. Receive _the request .
. letter and facilitate the processing None 1 day
Pahinungod Tacloban.
of the requested document.
1.2. Forward the document to the
: None 1 day .
client as requested. Junior
1.3. If the requested document will Extension
come from another unit, Associate
communicate to the client as to the None 4 days Pahinungod
source office and the expected time
of document receipt.
1.4. Seqd the requested document None 1 day
to the client.
TOTAL None 7 days
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BUDGET OFFICE
INTERNAL SERVICE
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1. Budget Clearance through the Budget Utilization and Liquidation System Analysis (BULSA)
Portal

Internal clients submit requests for funding through the BULSA portal and for final approval of the Dean

Office or Division: [V
Classification: KIS

Typeof Transaction: K&y
Who may avail: Faculty, Staff, Students

CHECKLIST OF REQUIREMENTS
Depends on the specific nature of the request Respective office/unit
FEESTO PROCESSING PERSON

CLIENT STEPS s UL N =TT TIME RESPONSIBLE

WHERE TO SECURE

1. Client submits request by
creating a Budget Clearance
Request in BULSA

. : 2.1. Evaluate the request and
2. Cllen.t uploads the reguwed checks the availability of funds; None 2 hours Budget Ana]yst
supporting documents in BULSA Budget Office
checks all uploaded attachments
2.1. Approve the Budget .
Clearance in BULSA and forwards None 30 minutes Budget Off|_cer
Budget Office
to the Dean
Dean
3. The Dean approves budget None 2 hours Office of the
request Dean
4 hours & 30

TOTAL None

minutes
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1. Job Order/Work Order Request

New services (electrical/mechanical, plumbing, masonry, metalworks, carpentry painting) and personnel assistance

Office or Division Campus Development and Maintenance Office
Classification Complex

Type of Transaction | G2G — Government to Government; G2C — Government to Citizen
Who may Avail \ All UP units and Students

Checklist of Requirements Where to Secure

Job Order/Work Order Request Form Campus Development & Maintenance Office

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Fill up Job Order/Work Order
Requests and identify the services 1.1 Receives and records the

needed Job Order/Work Order request None 5 minutes Admin Staff
(Provide all the data needed in the then submits to the CDMO Head CDMO
request form such as; Contact No., for work assignment
Date needed and location)
1.2 Evaluate the nature of work Campus
to be done, determine the Maintenance
required personnel assignment, None 2 hours and General
check for availability of materials, Foreman
and recommend for approval. CDMO
1.3 Review the relevance of the
request and the related None 10 minutes Head
evaluation conducted and CDMO

approved as recommended.

1.4 Forward the approved Job Technical Staff
Order/Work Order Request to the None 5 minutes CDMO
assigned personnel.
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1.5 issuance of the required None 20 minutes Warehouseman
supplies and materials CDMO
Campus
Maintenance
1.6 Work execution, Supervision, N and General
. one 3 days
and Inspection Foreman &
Technical Staff
CDMO
2. Acknowledges the completed 2. Acknowledge work completion None 5 minutes Client
requests and provide feedback
3 days, 2
TOTAL None hours and 45
minutes

2. Job Order/Work Order Request (Plan and Drawings Preparation)

Preparation of design and budget cost estimate for new construction, fabrication and improvement works.

Office or Division Campus Development and Maintenance Office

Classification Highly Technical Application
Type of Transaction G2G — Government to Government; G2C — Government to Citizen

Who may Avail | All UP units and Students
Checklist of Requirements

Job Order Request Form

Where to Secure

Campus Development & Maintenance Office
FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1.Fill up Job Order/Work Order 1.1. Receives and records the Admin Staff
Requests and identify the services Job Order/Work Order request None 5 minutes CDMO
needed then submits to the CDMO Head
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(Provide all the data needed in the | for work assignment
request form such as; Contact No.,
Date needed and location)
1.2 Evaluates the nature of work Head
to be done, conduct meeting, and None 30 minutes
. . CDMO
issue work assignment
1.3 Assigned personnel receives ,
Job Order/Work Order Request None 10 minutes Technical Staff
. . CDMO
for material estimate
1.4 Personnel assigned conducts None 4 hours Technical Staff
site inspection CDMO
. Planning
(11}2\;:1epsares plan and workings None 19 days (Draftsman)
9 CDMO
1.6 Submit the completed plans,
drawings, program of work, and None 15 minutes Admin Staff
other required documents for CDMO
approval
TOTAL| None | 19daysand5
hours

3. Drinking Water Services (Office, Student Activity and College Events)
Request for delivery of drinking water

Campus Development and Maintenance Office

Office or Division

Classification Simple

Type of Transaction G2G — Government to Government; G2C — Government to Citizen

| All UP units and Students
Checklist of Requirements

Drinking Water Order Slip

Who may Avail
Where to Secure

Campus Development & Maintenance Office
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FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1.Fill up Drinking Water Order Slip 1.1 Receives and records the
(Provide all the data needed in the Drinking Water Order Slip then None 3 minutes Admin Staff
request form such as; No. of jugs, submits to the CDMO Head for CDMO
date needed and location) approval

1.2 Evaluates the

; . Head
appropriateness of the request None 1 minute CDMO
and approves
, o 2. Release the approved Drinking .

2.Receives the approved Drinking . . Admin Staff
Water Order Slip Watgr_Qrder Slip to the None 1 minute CDMO

requisitioner

TOTAL None 5 minutes

4. Materials Issuance Slip

Issuance of the required materials for development projects, maintenance services, and events undertaken by the college
per plan and specifications, scheduled maintenance works, and college events.

Office or Division Campus Development and Maintenance Office

Classification Simple

Type of Transaction G2G — Government to Government; G2C — Government to Citizen

Who may Avail All UP units
Checklist of Requirements Where to Secure

Materials Issuance Slip Campus Development & Maintenance Office

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
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1.Fill up the Material Issuance Slip
(Provide all the data needed in the

1.1 Receives, evaluate, check
for availability of materials, and
records the Material Issuance

request form such as; name of Slip then submits to the Campus None 8 minutes Admin Staff
project/activities/events, the list of . CDMO
) . Maintenance and General
materials, No. of units/pieces, date :
; Foreman for evaluation and
needed and work location) .
recommendation for approval
1.2 Check the appropriateness Campus
of the materials requested per Main terl;) ance
appr.oyed.plan and , None 5 minutes and General
specifications, material Foreman
estimates, and Work Order then CDMO
recommend for approval
1.3 Evaluate the regularity of the Head
request per attached documents None 2 minutes CDMO
and approved for release
2. Release the materials as per
. . approved Material Issuance Slip , Warehouseman
2.Acknowledges receipt of materials and have them acknowledged None 5 minutes CDMO
by the requisitioner
TOTAL None 20 minutes
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CASH OFFICE
EXTERNAL SERVICE
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1. Issuance of Certification for Lost Copy of Official Receipt

The Certification for Lost Official Receipt is validated by the Unit Head and is issued to requesting external and internal
clients who either misplaced or lost their original copies of the Official Receipt.

Office or Division Cash Office
Classification Simple
Type of Transaction G2C
Who may Avail Students
Checklist of Requirements Where to Secure

Letter/Email Request
Proof of payment (Deposit slip/Online fund transfer confirmation Depository Bank/Online Bank App

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Collecting Officer checks the
Report of Collection based on the
1. Client emails the letter request. Qata given by_the client and £50.00 1 day Cash Office
informs the client to pay the
corresponding fee.

Collecting Officer

2.1. Collecting Officer validates the
payment and forwards the same
documents to the Unit Head for

review.
2.2. Unit Head evaluates the Unit Head
. payment, and forwards the Cash Office
Si.aC;lrir;t”sends the proof of payment documents back to the Collecting None 2 days
' Officer. Collecting Officer
2.3. Collecting Officer encodes the Cash Office

name of the requesting party to the
template of the certification form.
2.4 Collecting Officer issues the
corresponding Official Receipt,
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scans it and emails a copy to the
client, along with the signed
Certification.

TOTAL | £50.00 3 days
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HEALTH SERVICES UNIT (HSU)
EXTERNAL (ALSO INTERNAL) SERVICES
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1. Blood Pressure Measurement

UPTC students, employees and their dependents can have their blood pressure measurement and/or monitoring at the Health
Services Unit.

| Health Services Unit

Office or Division:

Classification:
Type of Transaction:
Who may avail:

| G2C - Government to Citizen
| UPTC students, employees and their dependents

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Request Form for Health Services HSU
UPTC Student ID or UPTC employee ID (dependents of UPTC , .
) To be provided by client
employees should be accompanied by the employee)
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Present filled-out request form and | 1.1 Check completeness of .
None 1 minute
ID. request form.
1.2 Schedule blood pressure .
o None 2 minutes
measurement/monitoring.
2. Proceed to HSU (if a dependent, | 2. Look for patient’s medical Nurse
accompanied by UPTC employee) as |record (if none, provide form to fill None 3 minutes HSU
scheduled. up data).
3. Restfor 15 minutes before the 3. Take blood pressure and inform
procedure. Proceed to blood " P None 18 minutes
. client of result.

pressure taking.

o 4. Record result in the medical . Nurse
4. Sign in the log-book. form and file. None 2 minutes HSU

TOTAL None 26 minutes
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2. Dental Consultation and/or Procedure

UPTC students, employees and their dependents can go to the Health Services Unit for dental consultation. Dental services
available include oral prophylaxis, dental filling, extraction and other minor procedures.

Office or Division: | Health Services Unit
Classification: | Simple
Type of Transaction: | G2C - Government to Citizen
Who may avail: | UPTC students, employees and their dependents
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Request Form for Health Services

UPTC Student ID or UPTC employee ID (dependents of UPTC
employees should be accompanied by the employee)

CLIENT STEPS AGENCY ACTION

HSU

To be provided by client
FEESTO PROCESSING PERSON

BE PAID TIME RESPONSIBLE
1. Present filled-out request form and | 1.1 Check completeness of .
None 1 minute
ID. request form.
1.2 Schedule client for dental .
) None 2 minutes
consultation.
2.1. Look for patient’s dental
: . , , Nurse
record (if none, provide form to fill- None 3 minutes HSU
2. Proceed to HSU (if a dependent, | up data).
accompanied by UPTC employee) as | 2.2. Take vital signs. None 3 minutes
scheduled. 2.3. Endorse to the school dentist Nurse
for consultation and further dental None 3 minutes HSU
treatment.
3. Proceed to see the dentist. 3. Conduct dental examination/ None 60 minutes .
procedure. Dentist
3.1. Give payment slip to client. None 2 minutes
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4. Sign in the logbook. 2h§§fgd findings in dental form None 3 minutes

For
procedure:
Oral
prophylaxis

- P60
Collecting

5. Proceed to Cashier for payment. Extraction 5 minutes Officer
and other Cash Office
minor

procedure —
£100

Filling — P60

6. Show receipt to dentist. 6. Note OR number in logbook. None 3 minutes Dentist
Depends on | 1 14y and 25

TOTAL | procedures X
performed minutes
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3. Medical Consultation

UPTC students, employees and their dependents can go to the Health Services Unit for medical consultation.

Office or Division: | Health Services Unit

Classification: | Simple

Type of Transaction: | G2C - Government to Citizen

Who may avail: | UPTC students, employees and their dependents
CHECKLIST OF REQUIREMENTS
Request Form for Health Services

HSU

WHERE TO SECURE

UPTC Student ID or UPTC employee ID (dependents of UPTC
employees should be accompanied by the employee)

CLIENT STEPS AGENCY ACTION

To be provided by client

FEESTO PROCESSING
BE PAID TIME

1. Present filled-out request form and | 1.1 Check completeness of
ID. request form.

None 1 minute

1.2 Schedule client for medical
consultation.

2.1. Look for patient’s medical
record (if none, provide form to fill- None 3 minutes
up data)

2. Proceed to HSU (if a dependent, 2.2. Take vital signs. Assess and
accompanied by UPTC employee) as | prioritize patient’s immediate None 5 minutes
scheduled. medical concern

2.3. Endorse to the school physician
for consultation and further medical None 2 minutes
treatment

None 2 minutes

RESPONSIBLE

PERSON

Nurse
HSU

3. Take medical history and conduct
3. Proceed to see the physician physical examination; inform client None 20 minutes
of findings

College
Physician
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4. Record findings in medical form None 3 minutes Nurse
and file HSU

TOTAL None 36 minutes

4. Sign in the logbook

4. Medicine Prescription and Dispensing

UPTC students, employees and their dependents can go to the Health Services Unit to ask for renewal of medical prescription.

Office or Division: | Health Services Unit
Classification: | Simple
Type of Transaction: | G2C - Government to Citizen
Who may avail: | UPTC students, employees and their dependents
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Request Form for Health Services HSU

Provided by client (from previous physician or
medical facility)

Old prescription

UPTC Student ID or UPTC employee ID (dependents of UPTC
employees should be accompanied by the employee)

CLIENT STEPS AGENCY ACTION

To be provided by client
FEESTO PROCESSING PERSON

BE PAID TIME RESPONSIBLE
1. Proceed to HSU (if a dependent,
accompanied by UPTC employee). . L .
Present filled-out request form, ID & 1.1. Review old prescription None 2 minutes NUrse

old prescription HSU
1.2. Endorse to the school

. o None 1 minute
physician for prescription renewal
2. Proceed to see the physician 2. Rev_lew pres_,crlptlon and None 5 minutes CoIIc_—:-ge
prescribe medication/s. Physician
3. Receive medicines 3. Dispense prescribed None 5 minutes Nurse
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medications if available

4. Sign in the logbook

4. Record transaction in medical
form and file

None

2 minutes

HSU

TOTAL

None

15 minutes

5. Nebulization

UPTC students, employees and their dependents who need to use a nebulizer while in school can go to the Health Services

Unit (HSU) for nebulization.

Office or Division:

Classification:
Type of Transaction:
Who may avail:

Request Form for Health Services

Health Services Unit

G2C - Government to Citizen

| UPTC students, employees and their dependents
CHECKLIST OF REQUIREMENTS

HSU

WHERE TO SECURE

CLIENT STEPS

UPTC Student ID or UPTC employee ID (dependents of UPTC
employees should be accompanied by the employee)

AGENCY ACTION

To be provided by client
FEESTO PROCESSING

PERSON

BE PAID TIME RESPONSIBLE
. 1.1. Look for patient’s medical

L. Proceed_ to HSU (if a dependent, record (if none, provide form to fill None 3 minutes Nurse
accompanied by UPTC employee). up data) HSU
Present filled-out request form and .

1.2. Conduct medical checkup and . College
ID. ; L None 10 minutes iy

issue physician’s order Physician
2. Submit self for nebulization 2. Perform nebulization None 45 minutes l\||_|ust;ze
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3. Conduct reassessment of College

3. Submit self for reassessment . o None 3 minutes o
patient status after nebulization. Physician
L 3. Record results in medical form , Nurse
3. Sign in the logbook and file None 2 minutes HSU
TOTAL| None 1hour& 3
minutes

6. Online Pre-enrollment Health Assessment for Incoming Freshmen and Transferees

All incoming First Year students (graduate and undergraduate) and transferees, as a requisite for enrollment, are required to
report to the Health Services Unit for medical and physical examination. However, for students coming from far places and
cannot come to the university within the scheduled PEHA period may avail of online or virtual Pre-enroliment Health
Assessment.

Office or Division: | Health Services Unit

Classification: | Simple

Type of Transaction: | G2C - Government to Citizen

Who may avail: | Incoming first year & transferee students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Link provided through Enrollment Guide
PEHA Form and Dental Form Document sent to the student.

Health Services Unit

Provided by client (from hospital or any outside
medical laboratory facility)

Booking appointment Link sent through email by Health Services Unit
FEESTO PROCESSING PERSON

Diagnostic Test Results

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
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1.1 Check schedule of students

1. Book an online consultation for the online medical None 3 minutes
appointment through online examination.
scheduling service. 1.2 Send zoom link to the student . .
. ) None 2 minutes Ms. Diane Ruth
via email.
. Daanton
2. Send scanned copy of filled-out Nurse
PEHA form and diagnostic tests 2 Check completeness of
results to the official email address of ré Lirements P None 3 minutes
the HSU at least 1 day before 9
scheduled appointment.
3. Attenq virtual consultation by 3. Conduct teleconsult; inform . College
connecting through the zoom link . o None 20 minutes S
) client of findings Physician
given.
3.1 Record findings in medical . Ms. Diane Ruth
X None 4 minutes Daanton
form and file
Nurse
4. Receive provisional Fit-to-Enroll 4. Issue provisional Fit-to-Enroll . College
. , None 3 minutes N
Slip. Slip Physician
5. Undergo face-to-face physical
examination and dental examination |5. Schedule for face-to-face Ms. Diane Ruth
upon arrival at the campus or as physical examination and dental None - Daanton
scheduled by the Health Services examination. Nurse
Unit.
TOTAL None 35 minutes
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7. Pre-enrollment Health Assessment (PEHA) for Incoming First Year & Transferee Students

All incoming First Year students (graduate and undergraduate) and transferees, as a requisite for enrollment, are required to
report to the Health Services Unit for medical and physical examination.

Office or Division: | Health Services Unit

Classification: | Simple

Type of Transaction: | G2C - Government to Citizen

Who may avail: | Incoming first year & transferee students
CHECKLIST OF REQUIREMENTS

WHERE TO SECURE
Link provided through Enrollment Guide

PEHA Form and Dental Form Document.

Health Services Unit

Provided by client (from hospital or any outside
medical laboratory facility)

Diagnostic Test Results

Link provided through Enrollment Guide
Document.

PEHA Appointment

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Book an in-person consultation 1. Checks schedule of students
appointment through online for the medical and physical None 3 minutes
scheduling service. examination.

2.1 Receive and check PEHA

form if properly filled up and for None > minutes Nurse
2. Proceed to HSU and present the completeness of required HSU
Medical (PEHA) Form and diagnostic | documents
test results on the scheduled 2.2 Take vital signs, height, and :
appointment. weight of the student None S minutes

2.3. I_Endorse to the school None 1 minute

physician.
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3. Proceed to Doctor’s Consultation 3. Condupt medical and physical
: , examination. Records : College
Area for medical and physical None 10 minutes S
N assessment on the PEHA form Physician
examination . .
and Fit-to-enroll Slip.
4.1. Provide Dental Form to be None 3 minutes
filled out by the student.
4. Proceed to dental clinic and fill out | 4.2 Perform dental examination ;
Dentist
Dental Form. and records assessment on the .
. None 10 minutes
Dental record and Fit-to-enroll
Slip.
5. Proceed back to HSU for the final | 5. Give final disposition and None > minutes College
disposition on Fit-to-enroll Slip. issues signed Fit-to enroll Slip. Physician
. 6. Record result in medical form . Nurse
6. Sign in the logbook and file None 1 minute HSU
TOTAL None 37 minutes
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8. Request for Medical Certificate

Upon request and after a medical examination, the Health Services Unit (HSU) can issue a medical certificate to UPTC
students, employees and their dependents.

| Health Services Unit

Office or Division:

Classification:
Type of Transaction:
Who may avail:

| G2C - Government to Citizen
| UPTC students, employees and their dependents

CHECKLIST OF REQUIREMENTS
Request Form for Health Services

WHERE TO SECURE

HSU
Provided by client (from hospital or any outside

Diagnostic Test Results

medical laboratory facility)

UPTC Student ID or UPTC employee ID (dependents of UPTC
employees should be accompanied by the employee)

To be provided by client

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1.1. Look for patient’s medical
1.1 Proceed to HSU and present record (if none, provide form to fill-
filled out request form and student or | up data).
employee ID 1.2. Takes the patient’s vital signs N 5 minut Nurse
. . . . and anthropometric one minutes HSU
1.2 Comply with required diagnostic measurements
tests, if any, and bring results upon :
check-up. 1.3. Endorse to the school physician
for medical certificate
2. Conduct medical check-up and
. . interpretation of diagnostic tests None 10 minutes College
3. Submit self for medical check-up. results. Physician
3.1 Prepare Medical Certificate None 5 minutes
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4. Receive Medical Certificate 4. Issue Medical Certificate None 1 minute Nurse
5. Sign in the log-book 5. Record transaction in medical None 2 minutes HSU
form and file
TOTAL None 23 minutes

9. Wound Dressing

In cases of accidents, the Health Services Unit can perform basic first aid and wound dressing.

Office or Division: |

Health Services Unit

Classification: |

Type of Transaction:

G2C - Government to Citizen

Who may avail:

CHECKLIST OF REQUIREMENTS

employees should be accompanied by

CLIENT STEPS

UPTC Student ID or UPTC employee ID (dependents of UPTC

the employee)
AGENCY ACTION

1.1 Look for patient’s medical

| UPTC students, employees and their dependents

To be provided by client

FEES TO
BE PAID

WHERE TO SECURE

PROCESSING
TIME

PERSON
RESPONSIBLE

record (if none, provide form to fill- None 3 minutes I\II_|uSrfJe
up data)
1. Proceed to HSU and present :
student or employee 1D 1.2 Conduct medical checkup and : College
issue physician’s order None 5 minutes Physician
1.3 Perform wound dressing .
None 5 minutes
procedure Nurse
2. Sign in the log-book 2. Re_cord results in medical form None > minutes HSU
and file
TOTAL None 15 minutes
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1. Request for Documents Through Personnel Unified System Outlook (PUSO)

Using the Personnel Unified System Outlook (PUSO) system, internal clients can submit a request for certain documents to
the Human Resource & Development Office

Office or Division: Human Resource & Development Office (HRDO)

Classification: Simple

Type of Transaction: G2C - Government to Citizen

Who may avail: Faculty members and administrative staff
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

PUSO user account System Administrator
FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Log-in to PUSO and create new 1.1 HRDO staff marks the
document request. request in PUSO as “in process” None 1 da Staff
and proceeds to prepare the y HRDO
hardcopy of the requested
document.
1.2 HRDO unit head checks None 1 da Unit Head
document and signs y HRDO
1.3 Once the document is ready,
the HRDO staff informs the None 5 minutes
client to proceed to the HRDO
office to claim the document
5 minutes Staff
HRDO
2. Client receives requested 2. HRDO staff releases the
None
document. document
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2 days & 10
minutes

TOTAL None

2. Application for Leave (Vacation, Sick, CSC/CNA Special, Monetization, Terminal, Faculty Sick
Leave)

The HRDO facilitates the preparation, submission and filing of leave applications.

Office or Division: Human Resource & Development Office (HRDO)

Classification: Simple
Type of Transaction: G2C - Government to Citizen
Who may avail: Faculty members and administrative staff
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

. . o . 1.1. HRDO staff accommodates
1. Client emails/calls/visits the Office | the request and immediately
to secure/request for the Application | hands in/emails the specific None 2 minutes Staff
for Leave Form. form requested and advice the HRDO
client to properly fill-up the form.
2. Client fills up and submits the form | 2.1 HRDO staff checks the form :
e . None 5 minutes
if it is properly filled-out.
2.2 Certifies leave balances of None o5 minutes Unit Head
client HRDO
2.3 Submits application for leave
: ) . , Staff
to immediate supervisor/Dean None 5 minutes
HRDO
for approval.
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2.4 HRDO files the approved None 1 day after Staff
application for leave of clients. approval HRDO
TOTAL | None 1day & 37
min.
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SECURITY SERVICES OFFICE
EXTERNAL SERVICES
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This service involves the review of CCTV footage based on the specified location, date and time of the approved CCTV Access
Request Form accomplished by the client.

Office or Division

Classification
Type of Transaction
Who may Avail

Security Services Office

Simple

G2C

General Public

Checklist of Requirements

CCTV Access Request Form
CLIENT STEPS

1. Completely fill out CCTV Access

AGENCY ACTION

1.1 Receive duly filled out CCTV

Where to Secure

Security Service Office

FEES TO PROCESSING
BE PAID

TIME

PERSON

RESPONSIBLE

Eeg;%s.t Form and submit the same Access Request Form. None 1 minute Security Offi_cer
1.2 Forward the form to the Ofogﬁc‘zg Zcr’)al
Office of the Associate Dean for .

. : None 1 minute SSO
Administration for
recommendatory approval.
1.3 Sign duly filled out CCTV
Access Request Form and None 2 minutes ADA
forward the same to the Dean for OADA
approval.
Dean
1.4 Sign the CARF. None 2 minutes Office of the
Dean
1.5 Review and save the video None 3 hours Security Officer
file/footage. or UP Special
1.6 Contact the requestor for the None 2 hours Policeman
review of the CCTV footagef/file. SSO
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. 2. Sign the acknowledgement
2. Sign the acknowledgement part of part of the CARF after assisting

the CARF after reviewing the CCTV the review of the CCTV None 1 minute
footageffile.

footagef/file.

5 hours and 7

TOTAL None .
minutes

2. Request for Review and Copy of CCTV Footage

This service involves the review and granting a copy of CCTV footage based on the specified location, date and time of the
approved CCTV Access Request Form accomplished by the client accompanied by a court order.

Office or Division Security Services Office
Classification Simple

Type of Transaction G2C

Who may Avail General Public

Checklist of Requirements Where to Secure
CCTV Access Request Form Security Service Office
Reference letter (Court Order Court
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Completely fill out CCTV Access |4 4 pooive duly filled out CCTV .
Request Form and submit the same None 1 minute . .
to SSO. Access Request Form. Seculr;ty Off/gelr
1.2 Forward the form to the Orpg/,-cgﬁq eac;‘;a
Office of the Associate Dean for .
None 1 minute SSO

Administration for
recommendatory approval.
1.3 Sign duly filled out CCTV None 2 minutes ADA
Access Request Form and OADA
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forward the same to the Dean for
approval.

Dean
1.4 Sign the CARF. None 2 minutes Office of the
Dean
1.5 Review and save the video
, None 3 hours
file/footage.
1.6. Contact the requestor and Security Officer
assists the review and give the None 2 hours y e
: or UP Special
copy of the CCTV file/footage. Policeman
2. Sign the acknowledgement part of | 2. Sign the acknowledgement 3SO
the CAREF after reviewing and part of the CARF after assisting None 1 minute
receiving the copy of the CCTV the review and giving the copy of
footageffile. the CCTV footageffile.
TOTAL None 5 hours and 7

minutes
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1. Request for Review of CCTV Footage

This service involves the review of CCTV footage based on the specified location, date and time of the approved CCTV Access
Request Form accomplished by the client.

Office or Division Security Services Office

Classification Simple

Type of Transaction G2C

Who may Avail | Students, Faculty, REPS, Staff
Checklist of Requirements Where to Secure

CCTV Access Request Form Security Service Office

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

I;eiagqsgllezt)erlrﬁfg;zu;li)(r:n-li-tvﬂﬁecg?nse to 1.1 Receive duly filled out CCTV None 1 minute
350 Access Request Form. Security Officer
: or UP Special
1.2 Forward the form to the ,
i : Policeman
Office of the Associate Dean for .
. ; None 1 minute SSO.
Administration for
recommendatory approval.
1.3 Sign duly filled out CCTV
Access Request Form and None 2 minutes ADA
forward the same to the Dean OADA
for approval.
1..4. Review and save the video None 3 hours Security Officer
file/footage. .
or UP Special
1.5. Contact the requestor for Policeman
the review of the CCTV None 2 hours
) SSO
footageffile.
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2. Sign the acknowledgement
part of the CARF after assisting
the review of the CCTV
footageffile.

2. Sign the acknowledgement part of
the CARF after reviewing the CCTV
footageffile.

None 1 minute

5 hours and 5

TOTAL None .
minutes

2. Request for Review and Copy of CCTV Footage
This service involves the review and granting a copy of CCTV footage based on the specified location, date and time of the
approved CCTV Access Request Form accomplished by the client accompanied by a court order.

Office or Division
Classification

Type of Transaction
Who may Avail

Checklist of Requirements Where to Secure
CCTV Access Request Form Security Service Office
Reference letter (Court Order Court

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Completely fill out CCTV Access |4 4 pooive duly filled out CCTV .
Request Form and submit the same to A None 1 minute ) .
SSO. ccess Request Form. Security Off/ger
1.2 Forward the form to the or UR Special
i . Policeman
Office of the Associate Dean for .
e ; None 1 minute SSO
Administration for
recommendatory approval.
1.3 Sign duly filled out CCTV
Access Request Form and None 2 minutes ADA
forward the same to the Dean OADA
for approval.
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Dean
1.4 Sign the CARF. None 2 minutes Office of the
Dean
1.5 Review and save the video
, None 3 hours
file/footage.
1.6 Contact the requestor, assist Security Officer
the review and give the copy of None 2 hours or UP Special
the CCTV file/footage. Policeman
2. Sign the acknowledgement part of | 2. Sign the acknowledgement 3SO
the CAREF after reviewing and part of the CARF after assisting None 1 minute
receiving the copy of the CCTV the review/giving the copy of the
footage/file CCTV footage.
TOTAL| None | °hoursand?
minutes
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3. Use of Venue/Facilities

This service involves a security personnel allowing or granting a client the use of a certain venue/s or facility/ies of the college
based on the approved activity permit following all safety protocols.

Office or Division SECURITY SERVICES OFFICE

Classification Simple

Type of Transaction G2C

Who may Avail Students, Faculty, Staff
. Checklist of Requirements @ WheretoSecure @

Copy of Approved Activity and Use of Facility Permit Provided by client

CLIENT STEPS AGENCY ACTION #2335 1D IHtoG SRl e PERSON

BE PAID TIME RESPONSIBLE
1.1 Receive approved Activity Security Officer
1. Submit approved Copy of Activity and Use of Facility Permit and None 1 minute or UP Special
and Use of Facility Permit records the same on the Policeman
logbook. SSO
1.2 Forward the permit to the None 5 minutes Guard on duty

guard on duty.

1.3 Check and verify the
schedule of the approved
activity and use of facility and None 1 minute Guard on duty
grants the end-user on the use
of venue(s)/facility (ies)

1.4 Inspect the
venue(s)/facility(ies) after the
use of the clients and put it back
to its secured condition.

None 5 minutes Guard on duty

TOTAL None 12 minutes
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SUPPLY & PROPERTY MANAGEMENT OFFICE (SPMO)
INTERNAL SERVICE
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1. Procurement Services

PROCUREMENT is defined by RA 12009 and its IRR acquisition of goods, infrastructure projects, and consulting services by

a procuring entity from suppliers, contractors, or consultants through contractual arrangements, whether funded by public

funds or otherwise authorized by law.
Office or Division: Supply and Property Management Office

Classification: Complex Transaction

Type of Transaction: G2B, G2C, G2G
Who may avail: ‘ Faculty, Staff, Students, Other Offices, External Clients and Suppliers

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Approved Purchase Request Processed by end user/client

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

. . 1. Budget Officer performs Budget Offiper
1. Submits Purchase Request via the ' . Budget Office
L o budget clearing in BULSA and
Budget Utilization, Liquidation and . None 4 hours
: the Dean approves PR also in
System Analytics (BULSA) system Dean
BULSA , .
Dean’s Office
2. Determine Mode of None 2 minutes BAC
Procurement
3. Prepares RFQ for Shopping : Staff
and Bid Docs for Public Bidding | \°"® 10 minutes SPMO
, Canvasser
4. Canvass/Bid None 20 days SPMO
5. Prepares Abstract of
Quotation/Bid (After evaluation None 10 minutes Staff
of TWG with assistance of End- SPMO
user)
6. Prepares Contracts/PO with .
Obligation Request Status (ORS None 10 minutes BAC Secretariat
form) SPMO
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Budget Officer

7. Submits the documents to None 3 minutes
Budget Office for Obligation Budget Office
Accountant
Accounting
8. Forward to Accounting and None 10 minutes Office
Dean’s Office for their Signature
Dean
Dean’s Office
8. Serve the PO to supplier None 3 hours Supplier
9. Waiting for Delivery None 7 days
10. SPSO prepares Inspection .
and Acceptance Report Form None 3 minutes Supply Officer
11. Inspects completeness & SPMO
L : ) None
acceptability of items delivered
. . Inspection
12. Signs Inspection & 30 mins. Officers
Acceptance Report by . .
i . : None assigned to kind
Inspection Officer assigned and
Supply Officer of goods or
items
13. Prepares Property
2. Accepts item delivered and signs Acknowledgment Receipt None 5 minutes Staff (Inventory)
the PAR/ICS/IS (PAR)/Inventory Custodian Slip SPMO
(ICS)/ Issuance Slip
14. Complete documents & .
None 5 minutes
prepares DV for payment. Supply Offi
15. Process DV through UIS None 5 minutes upply JHcer
- SPMO
16. Submit all the documents to .
. . None 2 minutes
Accounting Office
27 days, 4
TOTAL None hours & 18
minutes
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VI. Feedback and Complaints

FEEDBACK AND COMPLAINTS MECHANISM

How to send feedback Feedback/Suggestion Forms are provided beside the suggestion/complaint box in
all Public Assistance and Complaints Desks of the College.

Anyone who wish to suggest or give feedback may get the form and write the
feedback or suggestion and drop the form into the suggestion/complaint box. The
form can also be submitted right away to the Dean’s office for faster action on the
matter at hand.

Alternatively, anyone who wish to give a feedback or suggestion can also send an
email to deansoffice.uptacloban@up.edu.ph or call the UPTC Dean at (053) 832-
2897.

How feedbacks are processed The suggestion boxes are checked by the Public Assistance & Complaints Desk
(PACD) Committee with the assistance of the head of the Personnel Services
Office at the end of every week. General feedbacks and suggestions are relayed
to all employees of the College during the Flag Ceremony every Monday. Matters
concerning academic staff will be forwarded to the concerned Academic Division.

For concerns specific to certain offices or individuals, a formal communication is
sent to the concerned unit head. The unit head will have to call the attention of the
concerned individual to discuss ways to address problems or issues covered by the
feedback or suggestion. The unit head will submit a report to the Dean regarding
the resolution of the issue at hand.

How to file a complaint Complaints can be filed also though the Complaints/Suggestions Forms which are
available at the Public Assistance and Complaints Desks of the College.

Anyone who wish to complain can write the complaint on the said form and drop
the form into the suggestion/complaints box. The form can also be submitted right
away to the Dean'’s office for faster action on the matter at hand.
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Alternatively, anybody who wish to complain can go directly to the see the Dean
and verbally present the complaint.

Complaints can also be relayed by sending an email to
deansoffice.uptacloban@up.edu.ph or calling the UPTC Dean at (053) 832-
2897.

How complaints are processed

The suggestion/complaint boxes are checked by the Public Assistance &
Complaints Desk (PACD) Committee with the assistance of the head of the
Personnel Services Office at the end of every week. General complaints are
discussed with employees of the College during the Flag Ceremony every
Monday.

For concerns specific to certain offices or individuals, a formal communication and
a copy of the written complaint, if available, is sent to the concerned unit head.
The Associate Dean for Administration (ADA) together with the unit head will have
to call the attention of the concerned individual to discuss the complaint. The ADA,
unit head, the employee who is the subject of the complaint and the complainant
will then be called by the Dean for a meeting to resolve the issue. If in case the
complainant will decide not to attend, he/she will be formally informed through a
letter of the actions done by the Dean and the College related to resolving the
issue or issues covered in the complaint. The College commits to address
complaints within one week.

Contact Information

Anti-Red Tape Authority (ARTA) email: complaints@arta.gov.ph

Anti-Red Tape Authority (ARTA) online filing of compliant:
http://arta.gov.ph/pages/complaintform.php

Anti-Red Tape Authority (ARTA): (02) 478-5091 | 478-5099

Legal and Public Assistance Office (LPAQO) of the Authority

Presidential Complaints Center: 8888

Contact Center ng Bayan (email): email@contactcenterngbayan.gov.ph

Contact Center ng Bayan: 0908-881-6565 (SMS)

CSC Public Assistance Center (PAC) email: paio@csc.gov.ph

CSC Public Assistance Center (PAC): (02)932-0111; 0917-8398272
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Office

VII. List of Offices

Address

University of the Philippines Tacloban College

Contact

Unit Head

University of the Philippines System

UP Diliman, Quezon
City

Information
(02)8981-8500

Atty. Angelo A. Jimenez

University of the Philippines Tacloban
College (UPTC)

Magsaysay Boulevard,
Tacloban City

(053)832-2897

Dr. Patricia B. Arinto

Office of the Dean

Associate Deans’ Office

AS Campus, Magsaysay
Blvd., Tacloban City

(053) 832-2897

Dr. Patricia B. Arinto

(053) 832-2897

Prof. John Paul T. Yusiong
Asst. Prof. Arvin L. de Veyra

Academic Divisions

Division of Humanities (DH)

AS Campus, Magsaysay
Blvd., Tacloban City

(053) 832-2939

Asst. Prof. Jessa A. Amatrille

Division of Management (DM)

DM Campus,
Magsaysay Blvd.,
Tacloban City

(053) 832-3039

Asst. Prof. Anida B. Lorenzo

Division of Natural Sciences &
Mathematics (DNSM)

AS Campus, Magsaysay
Blvd., Tacloban City

(053) 832-2878

Prof. Rolly G. Fuentes

Regional Environmental
Information System (REIS)

DM Campus,
Magsaysay Blvd.,
Tacloban City

Division of Social Sciences (DSS)

Office of the College Secretary (OCS)

AS Campus, Magsaysay
Blvd., Tacloban City

(053) 832-2939

Asst. Prof. Rylle Sadian-
Cercado

Asst. Prof. Irma R. Tan

Leyte Samar Heritage Center (LSHC)

LSHC Building

Asst. Prof. Antonino S. de
Veyra

Gender & Development Program (GDP)

DM Campus,
Magsaysay Blvd.,
Tacloban City

Asst. Prof. Rima M. Granali
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Office of Anti-Sexual Harassment
(OASH)

AS Campus, Magsaysay
Blvd., Tacloban City

Ms. April Grace U. Lazarito

Teaching & Learning Resource Center
(TLRC)

DM Campus,
Magsaysay Blvd.,
Tacloban City

Pahinungod

DM Campus,
Magsaysay Blvd.,
Tacloban City

Asst. Prof. Nelfa M. Glova

Office of Student Affairs (OSA)

Executive House

Assoc. Prof. Jasmine A.

Building Malinao
College Library Library Building Ms. F'Ogl;%r'\é'-s Fumar-

Accounting Office

Budget Office

Campus Development & Maintenance
Office (CDMO)

Cash Office

AS Campus, Magsaysay
Blvd., Tacloban City

Ms. Karen L. Reyes

Ms. Rosanna S. Burre

Mr. Telesforo S. Sales

Ms. Catherine C. Moreno

Health Services Unit (HSU)

Executive House
Building

Human Resource & Development
Office (HRDO)

AS Campus, Magsaysay
Blvd., Tacloban City

(053) 832-2932

Ms. Maria Edna Sevilla

Security Services Office (SSO)

Supply & Property Management Office
(SPMO)

AS Campus, Magsaysay
Blvd., Tacloban City

Mr. Mario A. Martinez

Mr. Delfin P. Aledro Jr.

Office of the System Administrator

AS Campus, Magsaysay
Blvd., Tacloban City

Mr. Allan N. Amistoso

Ladies’ Dormitory

Ladies’ Dormitory

(053) 832-2706

Asst. Prof. Nelfa M. Glova

Men’s Dormitory

Men’s Dormitory

Mr. JB Lusegro
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