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Mandate:

Republic Act No. 11695 or the “Revised Tarlac State University Charter” has lapsed
into a law on April 11, 2022. The Tarlac State University shall primarily provide
advance instruction and professional training in literature, philosophy, science and
technology, and arts, and other relevant fields of study. It shall also undertake
research and extension services and provide progressive leadership in its areas of
specialization (Section 2, Republic Act 11695).

Vision:

A globally competitive university recognized for excellence in sciences and
emerging technologies.

Mission:

TSU shall develop highly competitive and empowered human resources fostering
responsive global education, future-proof research culture, inclusive and relevant
extension programs, and sustainable production projects.

Core Values:

Pursuant to its mandated mission, the Tarlac State University commits to
embody:

T - ruth in words, action and character
S - ervice with excellence and compassion
U - nity in diversity

Strategic Directions:

* S - ustainable student support programs to improve access to quality
education to become globally competitive.
+ O - utstanding international reputation and visibility through Academic and

Research Exchanges.

» A - ssurance of quality and excellence through accreditation, assessment, and
certification with global standards.

* R -igorous Development Programs for executives, faculty, staff, and students.

* H-ighly responsive and innovative Research Development and Extension
programs.

* |- nvestment on modern Infrastructures, facilities and equipment to ensure
inclusive and responsive delivery of services to clients and stakeholders.

+ G - o0od governance, management, and accountability characterized by Truth
Service and Unity.

* H - arness active partnerships and collaboration to local and international
community.

* E - nhanced Production through Sustainable Income Generating Projects.

* R -esponsive, Innovative and Industry-based Curricula and Instruction.



LIST OF SERVICES

Office of the University President

External Services
Processing of Action on Contracts and External Agreements
Processing of Request for Personal Meeting with the President

Internal Services
Processing of Request from Different Colleges/Offices of the University
Dissemination of Incoming Communication from Outside Persons or Agencies

Offices Under Office of the University President

Office of the University Board Secretary

Internal Services

Processing of Request for Copy of Board Resolutions
Submission of Complete Staff Work or Agenda by the Offices of the University

Submission of the Agenda to the University’s Academic and
Administrative Council Meeting

Quality Management Unit

External Services
Processing of Request for QMS Registered Documents for Various Purposes

Internal Services
Processing of Requests for Documented Information for Various Purposes
Processing Of QMS Documents for Registration, Revision, and Abolition

Anti-Red Tape Unit

Internal Services
Processing of Requests for Coaching and Mentoring
Processing of Request for Review and Evaluation of Citizen’s Charter

Office of Internal Audit Services

Internal Services
Processing of Request for Audit Reports

Office of Planning

Internal Services

Process for Review and Approval of Pre-Planning Activities
Submission and Validation of Quarterly Scorecards and Monthly
Accomplishment Report

Office of Public Affairs

External Services
Process for Publication and Distribution of TSU Bulletin

Internal Services

Process for Publication and Distribution of TSU Bulletin
Processing of Request for Coverage of University Activities
Process for Publication of Online News

Process for Addressing Client’s Concerns via Email
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Process for Posting of Materials
Process for Requesting of Electronic Copy of Photos, Videos or Files

Process for Approval of Posting of Information, Education and
Communication (IEC) Materials

Office of International Affairs and Linkages

External Services

Processing of Institution/Organization Request to Benchmark Offices/Colleges
In Tarlac State University

Internal Services

Processing of Documents for Apostille

Processing of Outbound Faculty, Student, & Staff Mobility
Processing of CHED Endorsement for Legitimacy of Travel Abroad

Office of Management Information Systems

Internal Services

Process for Account Creation and Assigning of Privileges

Process of Changing Posted Schedule

Process for Office 365 Account Assistance

Process of Tagging or Untagging of Faculty, Room, and/or Schedule
Process for Tagging/Untagging of Honorarium Classes

Processing of Request to Transfer Students

Hardware Maintenance Unit

Internal Services
Processing of Request to Repair an ICT Equipment

Process for Inspection of Condemn ICT Equipment

Process for Inspection of New ICT Equipment

Process for Requesting of Preventive Maintenance for Desktop Computer Units
Process for Software Installation

Processing of Request for Technical Assistance

Network Unit

Internal Services

Process for Wi-Fi Access Registration
Process for Creation of Domain Accounts

Process for Resetting of TSU Systems/Network Accounts
Process for Unblocking of Websites

Process for Wi-Fi Setup/Deployment

Process for Granting Virtual Private Network (VPN) Access
Processing of Request for Cabling of New Network Connection

Software Development Unit
Internal Services

Process for Biometrics Registration
Process for Blocking and Unblocking of RFID Cards

Process for Creation and Updating of Website/Webpage
Process for Development of New Systems/Programs

Process for Report Generation
Process of Request for Technical Assistance
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Office of Alumni Affairs

External Services

Processing of Request for Alumni ID Numbers
Office of the Vice President for Administration

Internal Services

Processing of Endorsed Communication from the Office of University President

Processing of Inter-Office Communication and Transactions

Offices Under Office of the Vice President for Administration

Accounting Unit

External Services
Processing for Assessment of Fees for Other Payors

Internal Services
Processing for Assessment of Fees for Other Payors
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Processing of Refund of Tuition and Other Fees, Overpayment, Breakage Deposit,

and Other Credit Balance

Processing of Request for Re-Assessment/Adjustment of Student Fees, and
Checking of Student Account Balances

Cashiering Unit

External Services

Process for Claiming of Checks
Processing of Cash Payment for Outstanding Balances

Processing of Request for Certificate of Payment for Lost Official Receipt
Process of Signing Student Clearance

Internal Services

Process for Claiming of Checks
Processing of Cash Payment for Outstanding Balances

Processing of Request for Certificate of Payment for Lost Official Receipt
Process of Signing Student Clearance

Facilities Maintenance Unit

External Services
Processing of Request for Pre-Repair Inspection, Repair, and Other Services

Internal Services
Processing of Request for Pre-Repair Inspection, Repair, and Other Services

Janitorial and Grounds Services Unit

Internal Services
Processing of Request for Janitorial Services

Business Affairs and Auxiliary Services Office

External Services
Processing of Request to Use the University Facilities
Digital Studio RFID Processing — For Alumni IDs

Internal Services
Processing of Request to Use the University Facilities
Processing of Application for Vehicle Gate Pass

Processing of Request for ID and Re-ID (Lost ID and Worn-Out)
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Office of Human Resource Development and Management

External Services
Processing of Request for Personnel-Related Documents and Reports

Internal Services
Processing of Request for Personnel-Related Documents and Reports

Training and Organizational Development Unit

Internal Services

Process of Filing Cases and Complaints

Process for Issuance of Certificate of Compliance

Processing of Request for Scholarship Status of Employee Scholars

Processing of Request for In-House Training or Seminar
(Face to Face and Online)

Processing of Request for Study Leave Reinstatement of Employee-Scholars

Processing of Request for Scholarship Extension

Processing of Application for Scholarship

Process of Application for Sabbatical Leave

Processing of Request for Thesis/Dissertation Financial Assistance

Employees’ Welfare Unit

External Services
Processing of Request for Issuance of Certifications
Process of Request for Employment Verification

Internal Services

Processing of Request for Issuance of Certifications
Process of Request for Employment Verification
Processing of Application for Leave of Absence

Printing of Daily Time Record (DTR) for Overtime/Extended Services
Process of Requesting and Issuance of Authority to Travel Abroad

Administrative Services Unit
External Services
Processing of Remittances for BIR

Processing of Remittances for PHIC
Processing of Remittances for GSIS and HDMF
Processing of Vouchers for the University Utilities

Internal Services

Processing of Payroll for Overtime/Extended Services
Processing of Payroll for Student Assistants’ Salary
Processing of Request for Personnel Related Documents

Records and Archives Unit

Internal Services
Processing of Request in Compliance to Freedom of Information

Process of Requesting for Disposal of Records or Use of Storage

Supply and Property Management Unit

External Services
Processing of Request for the Receipt, Inspection and Acceptance of

Vil
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Deliveries of Supplies, Materials and Equipment

Disposal of Used/Unserviceable Supplies, Material and Equipment Through
Public Action

Internal Services

Processing of Request for the Requisition and Issuance of Supplies, Materials,
and Equipment

Processing of Request for Issuance of Clearance of Employee Availing Leave
Beyond 30 Days

Processing of Request for Physical Inventory of Property Accountabilities

Processing of Request to Return to Stock Serviceable Properties That Are
No Longer Needed by the End-User

Processing of Request to Transfer Property Accountabilities

Processing of Request to Condemn Unserviceable Property Accountabilities

Procurement Unit

External Services
Processing of Purchase Request/Job Order

Process of Acquiring Bidding Documents

Internal Services
Processing of Purchase Request/Job Order

Civil Security Unit

External Services
Processing of Request for CCTV Footage Review
Processing of Action for Complaints

Internal Services
Processing of Request for CCTV Footage Review
Processing of Action for Complaints

Dental Unit

Internal Services
Process of Securing a Dental Certificate

Medical Unit

Internal Services
Process of Issuance of Medical Certificate

Office of the Vice President for Academic Affairs

Internal Services
Processing of Inter-Office Communication and Transactions

Offices Under Office of the Vice President for Academic Affairs

College of Architecture and Fine Arts

External Services

Process of Taking the Qualifying Exam for Bachelor of Fine Arts Freshmen
Applicants (Talent Determination Test)

Office of Admission and Registration

External Services
Enrollment Procedure for Shifters and Returnees
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Enrollment Procedure for Transferees and Second Coursers

Enrollment Procedure for Professional Education Takers, Masteral, Doctoral and
Juris Doctor (WALK-IN and ONLINE)

Enrollment Procedure for Freshmen Enrollees (WALK-IN)
Enrollment Procedure for Freshmen Enrollees (ONLINE)

Enrollment Procedure for Cross Enrollees from Different State University or
College

Processing of Request for Various Academic Documents
Processing of Request for Transcript of Records of Graduates

Issuance of Temporary Notice of Acceptance for Foreign Student

Internal Services
Enrollment Procedure for Shifters and Returnees

Enrollment Procedure for Transferees and Second Coursers
Enrollment Procedure for Professional Education Takers, Masteral, Doctoral and
Juris Doctor (WALK-IN and ONLINE)

Enrollment Procedure for Incoming 2nd Year to 4th Year Regular Students
(WALK-IN & ONLINE)

Enrollment Procedure for Incoming 2nd Year to 4th Year Irregular Students
Enrollment Procedure for Cross Enrollees Within the University

Bulk Enrollment Procedure for Incoming 2nd Year to 4th Year Regular Students
Enrollment Procedure for Graduating Students with Overloading or Waiving of
Pre-Requisite Subjects (WALK-IN and ONLINE)

Process for Withdrawal of Enrollment or Registration (WALK-IN)

Processing of Application for Leave of Absence (LOA)

Processing of Application for Graduation

Processing of Request for Data

Process for Correction / Rectification of Grades (WALK-IN and ONLINE)

Office of Student Affairs and Services

External Services

Processing of Monetary Incentives for Various Student Awardee and Alumni
Board Passer

Internal Services

Processing of Monetary Incentives for Various Student Awardee and Alumni
Board Passer

Processing of Student or Personnel Insurance Claims

Guidance and Counseling Unit

External Services

Processing of Request for Vocational Preference Inventory (VPI) Examination
and Career Counseling

Processing of Online Request for Certificate of Good Moral Character

Internal Services

Processing of Request for Vocational Preference Inventory (VPI) Examination
and Career Counseling

Processing of Online Request for Certificate of Good Moral Character
Processing of Request for Counselor’s Outside Referral

Career Education and Job Placement Services

External Services
Process of Request for Company Accreditation
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Process of Request for Career Fair, Campus Recruitment Activity, Career
Development Webinar/ Seminar/ Training/ Workshop, Career Roadshow

Process of Request for Job Posting and Graduate Listing

Testing, Evaluation and Monitoring Services Unit

External Services
Processing of Admission Test Application for Incoming Freshmen Students

Processing of Application for the Administration of Psychological Test
to Transferee Students

Economic Enterprise Development Unit

Internal Services
Processing of Request for Career Coaching (WALK-IN and ONLINE / REMOTE)

Student Development Services Unit

External Services
Processing of Student Clearance

Internal Services
Processing of Student Clearance

Processing of Request for Re-Issuance of New Radio-Frequency Identification
(RFID)

Student Organization Unit

Internal Services

Processing of Application for Accreditation of Student Organization
(New and/or Renewal)

Processing of Request for the Conduct of Student Organization Activities
(ONLINE and ON-CAMPUS ACTIVITY/IES)

Processing of Request for the Conduct of Student Organization Activities
(OFF CAMPUS ACTIVITYI/IES)

Sports and Development Unit

External Services

Processing of Request to Participate in Sports Event on Regional and
National Level

Processing of Request for Joining in the Host University for Sports Event on
National Level

Processing of Request for Joining in Sports Event on International Level
Processing of Request for Hosting a Sports Event

Processing of Request for Joining Pocket Tournaments, Tune-Up Games, and
CHED-Friendship Game

Internal Services

Processing of Request to Participate in Sports Event on Regional and
National Level

Processing of Request for Joining in the Host University for Sports Event on
National Level
Processing of Request for Joining in Sports Event on International Level

Processing of Request for Hosting a Sports Event

Student Publication Unit

Internal Services
Processing of Intention for Publications to Operate for the Upcoming Academic
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Process of Printing and Circulation of the Student and College Publication Issues 410

Student Discipline Unit 412
External Services 412
Process for Releasing of Certificate of Good Moral for Board Examination Purposes

for AB Psychology Students and Alumni 413
Internal Services 414
Process for Releasing of Certificate of Good Moral for Board Examination Purposes

for AB Psychology Students and Alumni 415
Filing of Complaints and Investigation (Defendant Admitting the Allegation) 416
Filing of Complaints and Investigation (Defendant Denies the Allegations) 418
Filing of Complaints and Investigation Against TSU Employee 420
Procedure for Appeal 422
Scholarship and Financial Assistance Unit 424
External Services 424
Processing of Financial Assistance Application from Private or Government

Provider or Grantor 425
Internal Services 428
Processing of Financial Assistance Application from Private or Government

Provider or Grantor 429
Issuance of Certificate of Scholarship or Certificate of Non-Scholarship 432

International, Differently-Abled, Indigenous and Marginalized Student

Services 433
Internal Services 433
Processing of Application for Membership as International, Differently Abled,

Indigenous and Marginalized Students 434
Indigenous and Marginalized Student Services Student Consultation

and Assistance 436
Research, Accreditation and Records Unit 437
External Services 437
Processing of Document Request Service (ONLINE AND WALK-IN) 438
Internal Services 441
Processing of Document Request Service (ONLINE AND WALK-IN) 442
Office of Library Management and Services 445
External Services 445
Processing of Request to Access the Library by Visiting Researcher 446
Internal Services 448
Processing of Request to Borrow Information Materials 449
Processing the Request of Document Delivery Service for Distance Users 450
Processing of Request for Online Reservation and Pick-Up 452
Process of Returning Information Materials 453
Process of Renewing Borrowed Information Materials 454
Process of Inquiring for Available Learning Resources 456
Processing of Library Clearance 458
Processing of Request to Use Computer & Internet Access 460
Processing of Request for Referral Service 461
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Selective Dissemination of Information on Unpublished Materials 462
Office of the Vice President for Research, Development and Extension 463
Internal Services 463
Processing of Endorsed Communication from the Office of University President 464
Processing of Inter-Office Communication and Transactions 465

Offices Under Office of the Vice President for Research, Development and Extension

Office of University Research and Development 467
External Services 467
Processing of Request for Statistical Support and Related Services 468
Processing of Request for Water Analysis and Other Laboratory Services 470
Internal Services 477
Processing of Request for Statistical Support and Related Services 478
Processing of Request for Water Analysis and Other Laboratory Services 480
Processing of Request for Research Output Incentives and Funding Request for

Research Paper Presentation and Research Publication 487
Processing of Research Proposal (Initial Evaluation of Research Proposals) 482
Processing of Research Evaluation 483
Approval of Special Research Project/Program 484
Office of University Extension Services 496
External Services 496
Processing of Request for Extension Documents, Facility, and Equipment 497
Internal Services 498
Processing of Request for Extension Documents, Facility, and Equipment 499
Process of Receiving and Endorsing Request Letter or Form 500
Processing and Evaluating Extension Proposal 501
Process of Reviewing Extension Post-Reportorial Documents 504
Office of Technology and Development Transfer & Commercialization 505
External Services 505
Process for Receiving Service Request and Other Correspondence 506
Processing of Requests for Trademark Application Assistance 507
Process for Copyright Deposit Assistance 510
Process for Technology Transfer and Commercialization Assistance 512
Process for Request to Use University Marks Assistance 514
Internal Services 516
Process for Receiving Service Request and Other Correspondence 517
Processing of Requests for Trademark Application Assistance 518
Process for Copyright Deposit Assistance 521
Process for Technology Transfer and Commercialization Assistance 523
Process for Request to Use University Marks Assistance 525
Center for Food Technology and Research 527
External Services 527
Processing of Center for Food Technology and Research Service Requests 528
Processing of Shared Facility Services Request 530
Internal Services 534
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Processing of Shared Facility Services Request 537
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FEEDBACK AND COMPLAINTS MECHANISM

How to send feedback A. Face-to-face Transactions
1. Accomplish the Client Satisfaction

Measurement (CSM) Survey form &
drop it at CSM box available at various
offices or at the designated Public
Assistance Complaints Desk (PACD)

2. Scan the CSM QR Code posted at the
CCIB of various offices.

B. Online Transactions
1. Click the Client Satisfaction

Measurement (CSM) link to be
provided by the transacting Office.

How feedbacks are processed Client Satisfaction Measurement (CSM)

Survey forms are collected, generated &

summarized by the Quality Management

System (QMS) Unit on a monthly basis.

The generated reports are transmitted to the
offices of the University President and Vice
Presidents to take appropriate actions based
on the reported summary result.

How to file a complaint To file a complaint, kindly submit a
complaint letter (must be subscribed and
sworn) to the Office of the University
President with the following details:

¢ Full name and address of the
complainant,

¢ Full name and address of the person
complained of as well as his or her
position and designation at the
university,

¢ Narrative of the relevant and material
facts which show the acts or
omissions allegedly committed by the
employee

e Certified True Copies of documentary
evidence and affidavits of his witness
(if any)

How complaints are processed The Office of the University President

endorses the complaint letter to the Human

Resource Development Management Office

(HRDMO)

Upon the initial assessment and evaluation
of the case, the HRDMO interviews the
parties involved and facilitates initial
mediation and amicable settlement. After the
concern has been addressed, the HRDMO
shall submit a case report and recommend to

Xiv
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the Office of the University President, for
appropriate action.

Contact Information of:

Contact Center ng Bayan (CCB)

Text 0908 881-6565 or Call 1-6565

Presidential Complaint Center
(PCC)

8888
8736-8645 or 8736-8603
8736-8606 or 8736-8629

Anti-Red Tape Authority (ARTA)

8475-5091 or 8478-5093 or 8478-5099
complaints@arta.gov.ph

XV
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Office
Administration Office

LIST OF OFFICES

Address
2"d floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

' Contact Information

(045) 606-8154

Alumni Affairs Office

Alumni Center, TSU Lucinda
Campus, Binauganan, Tarlac City

(045) 606-8141

Budget Management Unit

15t floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8151

Cashiering Unit (Collection)

1t floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8167

Cashiering Unit
(Disbursement)

15t floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8152

Civil Security Unit

15t floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8166
(Office)

College of Architecture and
Fine Arts

CAFA Bldg., TSU San Isidro
Campus, San Isidro, Tarlac City

(045) 606-8170

College of Arts and Social
Sciences

2nd floor, Smith Hall, TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8171

College of Business and
Accountancy

2nd floor, CBA Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(042) 606-8172

College of Computer
Studies

CCS Bldg., TSU San Isidro
Campus, San Isidro, Tarlac City

(045) 606-8173

College of Criminal Justice
Education

1st floor, CCJE Bldg., TSU
Lucinda Campus, Binauganan,
Tarlac City

0925 877 5125

College of Engineering and
Technology

15t floor, CET Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8175

College of Public
Administration and
Governance

1st floor, CPAG Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8177

College of Science

1st floor, COS Bldg., TSU Lucinda
Campus, Binauganan, Tarlac City

(045) 606-8178

College of Teacher
Education

15t floor, (Regional Institute for
Continuing Education, RICE Bldg.,
TSU Lucinda Campus,
Binauganan, Tarlac City

(045) 606-8174

Dental Health Unit

CET Compound, TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8137

Guidance & Counseling
Office Unit

2nd floor, Student Affairs and
Services (SAS) Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8130
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Internal Audit Service

Mezzanine floor, Admin. Bldg.,
TSU Main Campus, Romulo
Boulevard, San Vicente, Tarlac
City

(045) 606-8122

Medical Unit

18t floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8136

Office of Admission and
Registration

Office of Admission and
Registration Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8182

Office of Business and
Auxiliary Services

15t floor Business Center Bldg.,
TSU Main Campus, Romulo
Boulevard, San Vicente, Tarlac
City

(045) 606-8153

Office of Culture and Arts

15t floor, Multi-purpose
Commercial Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8133

Office of Facilities
Development and

3rd Floor, Business Center Bldg.,
TSU Main Campus, Romulo

(045) 606-8160

Management Boulevard, San Vicente, Tarlac

City
Office of Gender and 1st floor, GAD Bldg., TSU Main (045) 606-8196
Development Campus, Romulo Boulevard, San

Vicente, Tarlac City

Office of Human Resource
Development Management

Mezzanine floor, Admin. Bldg.,
TSU Main Campus, Romulo
Boulevard, San Vicente, Tarlac
City

(045) 606-8155

Office of International Affairs
and Linkages

1st floor, CET. Compound, TSU
Main Campus, Romulo Boulevard,
San Vicente, Tarlac City

(045) 606-8180

Office of Library Services

3rd floor, CBA Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8138

Lucinda Campus Library

Jose V. Yap Library Bldg., TSU
Lucinda Campus, Binauganan,
Tarlac City

(045) 606-8140

San Isidro Campus

TSU San Isidro Campus, San
Isidro, Tarlac City

(045) 606-8139

Office of Management
Information Systems

2nd floor, Mixed-use Bldg., TSU
Main Campus, Romulo Boulevard,
San Vicente, Tarlac City

(045) 606-8127

Office of Planning

3rd floor, Mixed-use Bldg., TSU
Main Campus, Romulo Boulevard,
San Vicente, Tarlac City

(045) 606-8126

Office of Public Affairs

1st floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8123
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Office of Quality Assurance

15t floor, CPAG Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8124

Office of Student Affairs
Services

2nd floor, Student Affairs and
Services (SAS) Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8130

Office of Technology
Development, Transfer and
Commercialization

1st floor, FTRC Bldg., TSU
Lucinda Campus, Binauganan,
Tarlac City

(045) 606-8193

Office of TSU National
Service Training Program

18t floor, Multi-purpose
Commercial Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8181

Office of University Board
Secretary

2"d floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8121

Office of University
Extension Services

2nd floor, FTRC Bldg., TSU
Lucinda Campus, Binauganan,
Tarlac City

(045) 606-8191

Office of University
Research Development

2" floor, RED Bldg., TSU Lucinda
Campus, Binauganan, Tarlac City

(045) 606-8190

Office of the University
President

2" floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8101

Office of the Vice President
for Academic Affairs

2"d floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8115

Office of the Vice President
for Administration

2"d floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8112

Office of the Vice President
for Research, Development
and Extension

2"d floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8111

Procurement Unit

2" floor, Motorpool Bldg., TSU
Main Campus, Romulo Boulevard,
San Vicente, Tarlac City

(045) 606-8157

Quality Management Unit

3rd floor, Mixed-use Bldg., TSU
Main Campus, Romulo Boulevard,
San Vicente, Tarlac City

(045) 606-8184

Records and Archives Unit

1st floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8156

Scholarship and Financial
Assistance Unit

Student Center, TSU Lucinda
Campus

(045) 606-8132

School of Law

2" floor, Multi-purpose
Commercial Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8176

Sports Development
Management Unit

Multi-purpose Commercial Bldg.,
TSU Main Campus, Romulo

(045) 606-8134
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Boulevard, San Vicente, Tarlac
City

Student Development
Services

2nd floor, Student Affairs and
Services (SAS) Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8131

Supply and Property
Management Unit

Supply and Management Office
Bldg., TSU Main Campus, Romulo
Boulevard, San Vicente, Tarlac
City

(045) 606-8159

University Testing &
Evaluation

3"floor, Student Affairs and
Services (SAS) Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8135
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The service allows the Office of the University President to act on projects/partnerships
with external stakeholders through contracts and external agreements.

BINIGERAN 3 JINNEEE Office of the University President (OUP)

O IDOOIC MO0

Complex

TOOOmm
TrO0003 OO0

G2C - Government to Citizen
G2B — Government to Business Entity/ies
G2G — Government to Government

0 0000 OO

O000000TINOROOOROMOOTOO

(1 Original Copy)

1. Draft of Contract or Related Document

| University Stakeholders, Guests, and Visitors
0O ODOROODUmMOCDOROO

The client will provide

2. Review and Comments by The
University Legal Counsel and The
Recommendations (1 Original Copy)

University Legal Counsel

(Triplicate Copy)

3. Revision of The Contract or
Agreement Incorporating the Legal
Counsel’'s Recommendations

O0MOTmTOODO D000000MOTomooo

The client will provide

OO0o0ooac
OOmomC

OROO0ODOINO
TIM[

;

OOROOCO
ROODODOOMmMOOO

1. Submit the 1. Receives and None 1 working day Staff and
pertinent reviews the President,
documents to submitted or Officer-in-
the Office of documents. Charge, or
the University Representative
President. Office of the

University
President

2. Follow up on 2. Approves or None 1 working day President,
contract and disapproves the or Officer-in-
pertinent document. Charge, or
document. Representative

Office of the
University
President

3. Receive 3. Submits to the None 1 working day Staff
preliminary Secretary of the Office of the
action on Board of Regents University
contract or if the latter’s action President
agreement. is needed.

4. Receive final 4.1 Board Secretary None 1 working day | Board Secretary
action. includes the Tarlac State

matter in the University
Agenda of the

Regular/Special

Meeting of the

Board of

Regents.

4.2 Board of Regents Board of
acts on the Regents
contract or Tarlac State
agreement. University

«f‘“sg@v
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This service allows concerned stakeholders to request a meeting with the University
President both for a walk-in and with an approved scheduled appointment.

TOOOmm
TrO0003 OO0

0 0000 OO

O00000MTIMOROODOOROMOOTOO \
1. Valid Identification Card
(1 Original Copy)

BINIGERAN 3 JINNEEE Office of the University President (OUP)

O IDOOIC MO0

Simple

G2C - Government to Citizen
G2B — Government to Business Entity/ies
G2G — Government to Government

2. Letter of the Purpose of the
Transaction or Visit with the University
President (1 Original Copy)

O0mMOTmTOO0OO 000000MOTmoo

| University Stakeholders, Guests, and Visitors
O O0OROJTOMIMOOORDOO

The client will provide

Ooooaog

OROO0ODOINO
TIMI[

OOROOCO

0omomO ROOOOO00ImOOn

1. Present the 2. Acknowledges None 5 minutes Staff
identification the valid Office of the
card to the identification card. University
Office of the President
University
President.

2. O0OrID OI00mo . U0rdD OOooms] None 15 minutes Staff
Show the letter Reads letter/s of Office of the
of purpose (if purpose or listens University
any) or mention to verbal answers. President
the purpose of Informs the
the transaction President, Officer-
or Vvisit. in-Charge, or

Representative
about the visitor
and purpose.
O d0m o0 0 d0moo
O00rOd ] D00 do
Orordomd Orordomd
OO000Mm0 OOt OO000mt 0 OOt
Show an [ Verifies Notice of
appointment Acceptance of
letter or appointment
evidence of
acceptance.

3. Meet the . J0r 0 O00Imo None 2 hours President,

President. President or or Officer-in-
Officer-in-Charge Charge, or
meets the visitor. Representative
Staff checks the Office of the
availability of the University
President or President

Representative.
Set appointment
date and time.

«f‘“sg@v
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Staff notifies
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Officer-in-
Charge and
meets the guest
or visitor.
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The service allows colleges, offices, and units of the university to submit request to the
Office of the University President through letters and/ or communications. The approval is
subject to the presence and schedule of the President. The Officer-In-Charge will act in the
absence or unavailability of the President.[]

BINIIRNE s J Nl Office of the University President (OUP)
O OO MmO Simple

T OO0 G2G - Government to Government
TrOOOO OO0

RESENNSIISNNIN Offices/Colleges of the Universit

0000000 TOIN DROODOROMOOTOO \ O DDOROTOMIMOOORDOO
OOO0OD0C DROOODOmAC DOROO DO
O0moOTmTOOOO 0O00000MmaTmoo O0mOmC TM O ROOOOOOmOOD

1. Forward letter or | 1.1 Receives letters None 5 minutes Staff and
communication or President,
to the Office of communications or Officer-in-
the University for approval from Charge, or
President. the various Representative

colleges/offices, Office of the
of the University University
for approval of the President
President.
1.2 Checks the None 10 minutes
completeness of
letters or
communications,
and of the
documents being
submitted.
Note: If
incomplete

requirements or
documents, return
the submitted
documents and
inform the lacking.

1.3 If documents are None 10 minutes
complete,
forwards letters or
communications
to the President,
or Officer-in-
Charge for
appropriate
action.
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1.4 Approves or None 5 minutes President,

endorses to the or Officer-in-
Vice Presidents/ Charge, or
appropriate Representative
officials Office of the
concerned, or to University
sender/filer for President
revision or action.

2. Receive the 2. Records the None 1 working day Staff
action on the letters or Office of the
request. communications University

in the logbook President
and forwards
approved letter or
communication to
the Records and
Archives Unit.
O OrOmoimd O
TOTOOm 00000 HIN
Mt




TE
< B %
e 7

$ARLY
41188

1906

OCD D0 M IDOImOmOo0 OO0 O 0000 ImoOm 00 0 Ot Od 07 Or Co00m>
BN ERRIE

The service allows the Office of the University President to act on communication from
outside persons or agencies. The approval is subject to the presence and schedule of the
President. The Officer-In-Charge will act in the absence or unavailability of the President.[

RISIIRA o IRl Office of the University President (OUP)
O OO 00 O00 Simple
TOOOmm G2G - Government to Government
TrOOOOR MO0
RERENISEIENIIE TSU Employees
OD00000TIN ODROODOOROMOOTOO 0 DORODTUMOOOROO
1. Letters or Communications From The client will provide
Outside Persons or Agencies
(1 Original Copy)
2. Endorsed Letters or Communications
From Outside Persons or Agencies, if
any (1 Original Cop

O0mMOTITOO00 | DO00000MOTom OOl

_ OOoooooc ]RDDD[DD][% OOROOCO

- DOmomC TIMLL ROODOOO0mMmOOO
1. Submit the letter | 1.1 Logs and None 20 minutes Clerk
to the Records maintains a copy Records and
and Archives of received letters Archives Unit
Unit. or communication

and forwards such
to the Office of the

University
President.

1.2 Logs the letters None 5 minutes Staff
or communication Office of the
in the logbook University
upon receipt of President

the letters or
communication.

1.3 Forward letters None 5 minutes President,
or communication or Officer-in-
to the President or Charge, or
Officer-in-Charge Representative
for action and Office of the
endorsement. University

President
2. Receive 2. Logs letter or None 5 minutes Staff
endorsement or communications Office of the
action on the acted upon by the University
request. President or President

Officer-in-Charge
and forwards the
endorsed letter or
communication to
the concerned
office for
dissemination or
information.
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The service allows offices, units, and colleges of the university to secure board resolutions
to be informed on the matters the board voted on.

IR 7 JINERAE Office of the University Board Secretary (OUBS)

ajinsnins Eil Simple
TOOOmoom G2G — Government to Government

TrOOOOR MO0

RSN NIEREIENIINEN Concerned Units or Offices of the Universit
000000 TIMOROODOOROMOOTOO ‘ O DOROTOMIMOOOROO

1. Letter of Request for Board Resolution | The client will provide
(1 Original Copy)

O0mOTmTOO00 DDDD*D[[DTI*D#

O0000O0C OROOOOOmDOC OOROOOO

OO0mamC TIMLL ROOODOO0O0mMO4OO

1. Submit a letter | 1. Receives and None 1 working day | Board Secretary,
of request to reviews the Clerk
the Office of request. Office of the
the Board University Board
Secretary. Secretary

2. Provide 2.1 Conducts short None Board Secretary,
additional interview to the Clerk
information client regarding Office of the
about the board the request. University Board
resolution 2.2 Prepares the None Secretary
request. requested

resolutions (either .
Academic, 1 working day
Administrative, or

Board

Resolution).

3. Receive the 3. Releases the None Clerk
requested requested Office of the
board board resolution. University Board
resolution. Secretary

LD Cr 000
TOTOOO 00000 DT

o o o o o o o o o O
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The service allows colleges, offices, and units of the university to accomplish the Complete
Staff Work Form for their requests to be included in the Agenda during the Board of
Regents Meeting and to be acted upon.

O (MO O Office of the University Board Secretary (OUBS)
D MmO
miinnnnns nnns Highly Technical
TOOOmm G2G - Government to Government
TrOOOOR MO0
BJsRussiERmnl Concerned Units or Offices of the University
OO00000MTIMOROODOORROMOOTOO \ O OOROJTOMIMOOOROO
1. Accomplished Complete Staff Work The client will provide
(CSW) Form or Agenda
(1 Original Copy)

N - - - # OOD000OC OROOOOOmMOO OOROOOCO
O0mMOTIMTOOOO0 000000MmOTmoo O0mOmO TMOC ROOOOO00mMOOD

1. Submit fully 1.1 Pre-assesses None 5 working Board Secretary
accomplished the submitted days Office of the
Complete Staff Complete Staff University Board
Work (CSW) Work or Agenda. Secretary
or Agendas to | 1.2 Schedules a None 1 working Board Secretary
the Office of special / pre- day Office of the
the University board or board University Board
Board meeting, ywth the Secretary
Secretary participation of

' Board of Regents. President
Office of the

University

President

Board of Regents
1.3 Discusses the None 1 working Board Secretary
submitted day Office of the

agenda. University Board
Secretary

President
Office of the
University
President

Board of Regents

1.4 Approves or None 1 working Board Secretary
disapproves the day Office of the
agenda by the University Board
Board of Regents. Secretary

President
Office of the
University
President

Board of Regents

13
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2. Receive a 2. Releases and None 1 working Board Secretary,
copy of the files the approved day Clerk
approved agendas or board Office of the
board resolutions. University Board
resolution. Secretary

U0 OrOood]
TOTOOm HINEEN DT
W

I e B e e A e
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This service helps the offices and colleges a chance to give an overview of their individual
achievements, accomplishments, contributions, list what steps must be taken and
formulate a timeline for when specific tasks need to be completed and the resources
required in order to achieve the goals of the university. [

RINIGERET T JININEEE Office of the University Board Secretary (OUBS)
O OO OO0 Highly Technical
TOOOmm G2G - Government to Government
TrODOO0R MO0
RENEISIENIIEN Heads, Directors, or Officer-In-Charge of the University
OO00000MTIMOROODOORROMOOTOO \ O OOROJTOMIMOOOROO
1. List of Agendas (1 Original Copy) The client will provide
2. Administrative Council Resolution Office of the University Board Secretary
1 Original Cop
N - _ — O000Od0OC OROOOOOmOO OOROODOO
O0mOTOmTOOOO DDDDD[[DTI¥D# O0mOmO TMOC ROOOOOOMOOC
1. Submit the 1.1 Pre-assesses None 5 working Board Secretary
Agendas to the submitted days Office of the
the Office of agenda/s. University Board
the University Secretary
Board 1.2 Schedules the None 1 working Board Secretary
Secretary. Administrative day Office of the
Meeting and University Board
Academic Council Secretary
Meeting.
President
Office of the
University
President
Vice Presidents
for
Administration,
Academic
Affairs,
Research,
Development,
and Extension
Administrative
Council,
Academic
Council
1.3 Discusses the None 1 working Board Secretary
agendas with the day Office of the
Administrative University Board
Council and Secretary
Academic Council _
Meeting. Presndent
Office of the
University
President

15
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Vice Presidents
for
Administration,
Academic
Affairs,
Research,
Development,
and Extension

Administrative
Council,
Academic
Council

1.4 Approves the
agenda.

None

1 working
day

Board Secretary
Office of the
University Board
Secretary

President
Office of the
University
President

Vice Presidents
for
Administration,
Academic
Affairs,
Research,
Development,
and Extension

Administrative
Council,
Academic
Council

2. Receive the
approved
agenda,
Administrative
Council
Resolution,
and Academic
Council
Resolution.

2. Releases the
approved agenda,
Administrative
Council
Resolution, and
Academic Council
Resolution.

None

1 working
day

Board
Secretary, Clerk
Office of the
University Board
Secretary

TOTOO]

RIRREE

LD Cr 000
D

o o o o O
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This service allows accrediting bodies and other interested parties to request and have
copies of TSU’s documented information. Documented information are documents
implemented in the service provision of different units, offices and colleges of the university
that are enrolled/ registered in the Quality Management Unit and being controlled by the
Document Control Officer.

Note: Not all requested documents are being issued, (e.g. manual/s, operation manual/s,
process manual/s) but can be viewed and read thru TSU website.

RINIIERET 3 TINNIEEE Quality Management Unit (QMU)
0 MO0 00O Simple
G2C - Government to Citizen
G2B - Government to Business Entity/ies
‘ G2G - Government to Government
All

TOOOmm
TrOO003 MO0

0 DOI0 OO0
0000000TIMOROODOOROMOOT OO

1. Request letter addressed to the

University President with the

Following Information:

(1 Original Copy or Electronic Copy)
Full Name of the Client/Requestor
Office/Unit/College

Email Address

Specific Document Requested

Purpose(s)

Signature of the Requestor

O0mOTmTOO00 DDDD*DEDTE*D#

0 DOROTUOMIMOOOROO
The client will provide

OOROO OO
ROODODOmOON

OROOOOOINOC
TIM[

O00oooC
OOmomC

1. O0rD O000mO . Receives the None 1 hour Staff-in-Charge
Submit request Endorsement Quality
letter to the Form from the Management
Quality Office of the Unit
Management President
Unit. together with the

attached
O0r 10 000000 approved letter
Send an of request and

electronic copy
of the request
letter via email
thru

pres_office@
tsu.edu.ph

Note: The
processing time
will start from
the receipt of
the
Endorsement
form from the
Office of the

assign its unique
reference
number then
forward it to the
officer in charge.

18
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University
President.

. U0 D OO
Receive an
email reply
from Quality
Management
Unit
acknowledging
receipt of the
request.

2.1 O0rID 00mOam
Sends an emaill
reply to the
requesting party
to acknowledge
receipt of the
request.

None

1 hour

Document
Control Officer
Quality
Management
Unit

2.2 Reviews and
evaluates the
received
Endorsement
Form and
searches for the
requested
document.

None

1 hour

Document
Control Officer
Quality
Management
Unit

2.3 D0rID CIimmom
Reproduces the
requested
document.

Note:

Reproduction day

is dependent on

the number of on-

going

reproduction and
printing job being
carried out by the

Business Affairs
and Auxiliary
Services Office.

U0 D DO
Prepares the
requested
document and

consults with the
Unit Head for the

review and
release of the
pertinent
document, then
proceed to

Agency Action no.

2.5.

None

1 working day

Document
Control Officer
Quality
Management
Unit

2.4 Stamps the
reproduced

document with an

“Ooo0trommd
OO mark and

consults with the
Unit Head for the

review and
release of the

None

5 hours

Document
Control Officer
Quality
Management
Unit

19
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pertinent
document.

2.5 Logs the None 5 hours Document
document/s to be Control Officer
issued in Quality
Releasing Log - Management
Other Copy Unit
Holders and
Requested
Documents.

OCriD ODOmO | 3.1 00000 CO0mmo None 2 hours Document
Review the Issues the Control Officer
completeness requested Quality
of the document.] Management
requested Unit
documents O0r 10 00000
and receive Sends an email
the requested reply to the
document and requesting party
sign in the providing the
receiving document
column of the requested (if
Logbook. available) or
notification on the
O0r [0 OO unavailability of
Receive an the document
zrgnilltr:(zply 3.2 Fills out the None 1 hour Documer_lt
Quality “0 [t_D]][EI'DDDD” Control folcer
Management portion of the Quality
Unit regarding Document Management
the requested Requ_est Form Unit
data and files the form
TOTOOIMORI OO0MD L
TROCOOOTIO O e —
HENEN OO0
TOTOOMWORII OO LD Cr X000
TROCOOOTINO DOOOmmmmOCr

20
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The service allows different units, offices, and colleges of the university to request and
have copies of TSU’s documented information that are being managed by the Quality
Management Unit.

Note: Copy of manuals are being given for accreditation, audit, assessment, and
certification purposes only.

For strict compliance with the Data Privacy Act, only the CSM Reports of the requestor’s
office and its concerned personnel are allowed to be given.

IR o JINEEAE Quality Management Unit (QMU)
ajinsiins mEnl Simple

T OO0 G2G - Government to Government

TrOOOOR MO0

0 0000 OO

| All TSU Employees
OD00000MTIMOROODOOROMOOTOO

1. Accomplished Document Request

Form TSU-QMS-SF-10 with the

following information:

(1 Original Copy or Electronic Copy)
Full Name of the Client/Requestor
Office/Unit/College/Visitor
Email Address (for soft copy)

Type of Document(s) Requested
Specific Document Requested
Purpose(s)

Signature of the Requestor and
Immediate Supervisor

O0mOTmTOO0O DDDD[D[DDT]]]D#

0 JDOROOUIMOOOROO
Quality Management Unit or download at
https://www.tsu.edu.ph/media/d4qj3fxz/tsu-
gms-sf-10-rev01-document-request-form.docx

OOROODO
ROOOODOOMDOO0

OO0000C DOROOCOOOmMMOC

OOmomC TMT

1. OO O00mo | 1. Receives the None 1 hour Staff-in-Charge
Submit Document Quality
accomplished Request Form Management
Document and assigns its Unit

Request Form
to the Quality

unigue reference
number then

Management forward it to the
Unit. officer in charge.
U0 DD

Submit 1

electronic copy
of the
Document
Request Form
to
gms@tsu.edu.
ph via MS
Teams.

22
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. U0rdD OODoms]
Get the
receiving copy
of the said form
from the
Quality
Management
Unit.

U0 D DO
Receive an
email reply
from Quality
Management
Unit
acknowledging
receipt of the
request.

2.1 00D 0o
Returns the
receiving copy of
the said form to
the client.

U (D DJOIOCICT
Sends an email
reply to the
requesting party
to acknowledge
receipt of the
request.

None

1 hour

Staff-in-Charge
Quality
Management
Unit

2.2 Reviews and
evaluates the
submitted
Document
Request Form
and searches for
the requested
document.

None

1 hour

Document
Control Officer
Data Controller

Quality
Management
Unit

2.3 O0rID0 OmO
Reproduces
the requested
document.

Note:
Reproduction day
is dependent on
the number of on-
going
reproduction and
printing job being
carried out by the
Business Center
Office.

OCr D OO
Prepares the
requested
document and
consult with the
Unit Head for the
review and
release of the
pertinent
document then
proceed to

I I M AR
0O O

None

1 working
day

Document
Control Officer
Data Controller

Quality
Management
Unit

2.4 Stamps the
reproduced
document with an
“uncontrolled
copy” mark and
consult with the

None

5 hours

Document
Control Officer
Data Controller

Unit Head

23
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Unit Head for the Quality
review and Management
release of the Unit
pertinent
document.

2.5 Logs the None 5 hours Document
document/s to be Control Officer
issued in Data Controller
Releasing Log - Quality
Other Copy Management
Holders and Unit
Requested
Documents.

3. 00D OO 3.1MM0r [0 COOmmo None 2 hours Document
Review the Issues the Control Officer
completeness requested Data Controller
of the document. Quality
requested Management
documents; O0r [0 00O Unit
receive the Sends an email
requested reply to the
document and requesting party
sign in the providing the
receiving document
column of the requested (if
Logbook available) or

notification on the
O0r 10 000000 unavailability of
Receive an the document.
email reply 3.2 Fills out the None 1 hour Document
from the QMS “Action Taken” Control Officer
regarding the portion of the Data Controller
requested data. Document Quality
Request Form Management
and files the form. Unit
LD Cr X000
TOTOODORII DOOIMROCOOOTH] D OOOm mo
HINEEN L0
U0 CrOmod
TOTOOMORIN OO COIROC O COT] D 0 oy o
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The service allows units, offices, and colleges of the university to register documented
information implemented in their various services and operations related to quality,
environment, health, and safety.

Note: Only current versions of documented information are distributed to Official
Copyholders

All documented information to be registered to Quality Management Unit shall be
forwarded at least three working days prior to effectivity or implementation.

BINLIERET 3 JIINEEE Quality Management Unit (QMU)
Blilssnns sl Simple
TOOOmm G2G - Government to Government
TrOOOOR MO0
SESEISEIENNIN A TSU Employees
000000OTIM OROODOOROMOOT OO 0 DORODUMOOOROO
1. Properly Filled Out and Approved Quality Management Unit or download at
Document Registration, Revision, https://www.tsu.edu.ph/media/hs2lzwyx/tsu-
and Abolition Form (1 Original Copy) | gms-sf-01-revO00-document-registration-
revision-abolition-form.docx
2. Duly Signed and Approved The client will provide
Document Following TSU’s Standard
Template and Document
Nomenclature (1 Original Copy)
3. Duly Signed and Updated Master List | Quality Management Unit or download at
of Registered Documents https://www.tsu.edu.ph/media/pjpbsfk3/tsu-
(1 Original Copy) gms-sf-04-rev00-masterlist-of-registered-
documents.docx
4. If the document for registration is | The client will provide
arevised one, surrender the Old
Version or Superseded Version
(Controlled Copy) of the Document.

5. For abolishing documents,
surrender the Current Version
(Controlled Copy) of the Document.

% OO0000C DOROOCOOOmMMOC ODOROOOCO
O0mMOTmMTOO0OO O000000moTmoo O0mODrC TMOO ROOOO00m OO0

1. Submit the 1.1 Reviews and None 30 minutes Document
following to the evaluates the Control Officer
Quiality submitted Quality
Management documents. Management
Unit. Unit

Note: If there
is/are problem/s,
return the
submitted
documents for
registration
together with the
attachment and
discuss the
concerns with the
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client and issue a
Notification Slip.

1.2 Receives and None 30 minutes Document
logs the Control Officer
documented Quality
information to be Management
registered in the Unit
Receiving,

Retrieval, and
Releasing Log

1.3 Registers the None 30 minutes Document
Documented Control Officer
Information in the Quality
Database of Management
Quality Unit
Management Unit
Documents.

1.4 Stamps the None 3 minutes Document
document with the Control Officer
“‘master copy” Quality
mark. Management

Unit

1.5 Reproduces the None 5 minutes Staff-in-Charge /
master copy of Document
the document Control Officer
according to the Quality
number of official Management
copyholders. Unit
Note:

Reproduction day
depends on the
number of on-
going
reproduction and
printing job being
carried out by the
Business Center
Office

1.6 Obtains copies None 1 working Staff-in-Charge
from Business day Document
Center and stamp Control Officer
the reproduced Quality
document with Management
“controlled copy” Unit
mark.

1.7 Informs clients None 2 minutes Document
that documents Control Officer
were registered, Quality
and controlled Management
copies are Unit
available for pick
up in the Quality
Management
Unit.
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2. Receive the 2. Issues the None 5 minutes Staff-in-Charge /
registered registered Document
documents. documents. Control Officer
Quality
Management
Unit
3. Sign in the 3. Have the client None 3 minutes Staff-in-Charge /
Receiving, sign in the Document
Retrieval and receiving column Control Officer
Releasing Log of the logbook. Quality
Management
Unit
LD Cr 000
TOTOOO 00000 | DOOOIDI OO O
COMIC O
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The service allows requesting clients to receive coaching and mentoring or refresher about
the requirements of the Implementing Rules and Regulations of RA 11032, and Reference
B Guidelines of ARTA MC No. 2019-002A.

O OOt MO

TOOOmm
TrOO00* MO0

0 00 OO

minmEn anneEnl Anti-Red Tape Unit (ARTU)

Simple

G2G — Government to Government

O00000MT I OROOOMROMOOTOO

TSU Colleges, Offices and Units

OOO0ORMMOMIT IO MM OO 0D 0 0000 OO 0

0 OOROOTOMOOOROO

1. Existing Citizen’s Charter/s of the
College / Office / Unit

2. Accomplished Service Request Form
TSU-ART-SF-02 (1 Original Copy)

DODORIIOO M OOIMMDOMDO 0000 0O 0

1. Send an email
request to
artu@tsu.edu.p
h or via MS
Teams for
Coaching and
Mentoring or
visit the Anti-
Red Tape Unit
and fill out the
Service
Request Form.

Note: If with
existing
Citizen’s
Charter, submit
as required.

1. Accomplished Service Request Form
TSU-ART-SF-02 (1 Original Cop

O0mMOTmMTOO0OD 000000MOoTmoo

The client will provide

Anti-Red Tape Unit

Anti-Red Tape Unit
000000 DROODDUmUC OOROID OO
00momO TM[] ROOODODINOOC

1.1 OorD OMDOO None 5 minutes Unit Head &
ROt Data Controller
Receives email Anti-Red Tape
and sends the Unit
Service Request
Form to the client
and have the
client fill out the
form and resend
the same in the
office email.

O0r MO0 O0mOo0d
ROt
Receives the
request including
the existing
Citizen’s Charter,

if any and

proceed to
00000010 Moo

UJ IO

1.2 OO0 OMDOd None 5 minutes Unit Head &
ROt Data Controller
Downloads the Anti-Red Tape
filled-out service Unit
request.

1.3 Reviews None 3 hours Unit Head &
submitted Data Controller
Citizen’s Charter, Anti-Red Tape
if any. Unit
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2. Receive 2.1 Checks None 1 hour Unit Head &
update available Data Controller
regarding the schedule and Anti-Red Tape
schedule of the updates the client. Unit
coachingand |22 Prepares None 2 working days |  Unit Head &
mentoring presentation aids. Data Controller
session and Anti-Red Tape
confirm Unit
availability.

3. Attend the 3.1 Conducts None 4 hours Unit Head
scheduled coaching and Anti-Red Tape
coaching and mentoring Unit
mentoring regarding the
session. requirements of

RA 11032.
3.2 O I I e None Unit Head &
OOt moo Data Controller
Citizen’s Anti-Red Tape
CCrtCrinforms Unit
client about the
corrections and
suggestions on
their existing
Citizen’s Charter.[]
LD CrD00
TOTOODMORIIOOMORODOOOT] HINEEN D DO Oor O
MO
LD CrDO0
ToTOLmE REDDDRHJE %]DD[DTJDE HINEEN D DO Oor
CIIMITIC
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This service allows the colleges, offices and units of the university to submit their Citizen’s
Charter/s and be reviewed by the assigned unit based on the Implementing Rules and
Regulations set by Anti-Red Tape Authority for the compliance of ARTA Memorandum
Circular 219-002A.

Note: Processing of Request for Review and Evaluation of Citizen’s Charter is a multi-
stage process. The Anti-Red Tape Unit is only responsible for first and second level
review of the office’s / unit’s or college’s Citizen’s Charter/s.

O (MO

D [Mmmom

O MO0t o0

LDDDDDDJSDD?[DDDD G2G - Government to Government

ajaEigennmEnmng TSU Colleges, Offices and Units
O00000MTI DIRODJOROMOOTOO

1. Latest Citizen’s Charter/s
(1 Original Copy or 1 Electronic Copy)
[ _ 0ooTo0 DROODOOUmmO L
OOmoOTIOTOOOO0 O000000moTImoon O0mODO TMOO

1. Submit the 1.1 O Mrid oo None 2 minutes

Anti-Red Tape Unit (ARTU)

Highly Technical

O OOROJTOMIMOOOROO
The client will provide

OOROOCO
ROODOOCOOmMOOO

Data Controller

latest Citizen’s
Charter/s to
Anti-Red Tape
Unit or send it
via MS Teams
artu@tsu.edu.p
h.

U000 IUInoa
Receives

the submitted
Citizen’s Charter/s.

O0r D OIDOO

U000 MmO
Acknowledges
receipt of the email
and downloads the
Citizen’s Charter/s.

Anti-Red Tape
Unit

1.2 Conducts first-
level review of
the Citizen’s
Charter/s
according to the
requirements
stated on the
Reference B of
ARTA MC 2019-
002A.

None

1.3 Fills out the
Citizen’s Charter
Evaluation Form/s
for the corrections
found and
additional remarks.

None

5 working days

Data Controller
Anti-Red Tape
Unit

Data Controller
Anti-Red Tape
Unit

1.4 Forwards the
Citizen’s Charter/s
and Citizen’s
Charter Evaluation
Form/s for second-

None

2 minutes

Data Controller
Anti-Red Tape
Unit
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P &
level review and
signature.

1.5 Conducts second None 5 working days Unit Head
level review on the Anti-Red Tape
Citizen’s Charter/s Unit
and affixes
signature on the
Citizen’s Charter
Evaluation Form/s.

. For Citizen’s 2. For Citizen’s None 1 hour Unit Head &
OO0t O [0 OO0t Cr (0 [0 Data Controller
MOTr MO Anti-Red Tape
OU0O0r0OO Seeks Unit
Attenq confirmation, from
coaching and .
mentoring the office
session and concerned, on the
receive suggested inputs
reviewed during a series of
Citizen’s reviews thru
Charter/s for coaching and
revision. . .

mentoring session.
For Citizen’s (1 | For Citizen’s [ None 10 minutes Data Controller
BIR 3 a8 JURN Anti-Red Tape
M MO 0 OO e D0 Unit
HINNEE JEinn Returns reviewed
Receive Citizen’s Charter/s
re_v_lewc?d and inform the
Citizen’s .
Charter/s for C"_er_‘t of the
revision. minimal concerns.

. Submit the 3.1 [ Mrid ®morm None 5 working days | Data Controller
revised 0000 MOmom Anti-Red Tape
Citizen’s Receives Unit
Charter/s to the submitted
Anti-Red Tape revised
Unit or send it Citizen’s Charter/s.
via MS Teams
artu@tsu.edu.p 00D O0mOd
h. U000 MmO

Acknowledges
receipt of the email
and downloads the
revised Citizen’s
Charter/s.

3.2 Reviews revised None 3 hours Data Controller
Citizen’s Charter/s Anti-Red Tape
for finality. Unit
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3.3 Transmits a PDF None Data Controller
copy of the final Anti-Red Tape
Citizen’s Charter/s Unit
for compilation.
TOTOOTROOOOCMOTMOIOR] OO0 Cr OO0
CITIZEN’S CHARTER WITH MR oo | DO o
OO0 0O0OROO OMMIC oo
TOTOOMRODOOOMOTIMOMCR] OO0 Cr OO0
CITIZEN’S CHARTER WITH MINOR 00000 | DO oo O
OO 0O0OROO] OMOM 0

* The total turnaround time considers the availability of the signatory and processing time for
the concerned office, unit or college to revise their initial Citizen’s Charter and is intended for
multiple Citizen’s Charter submitted by the client.

* For single service to be reviewed, 2 working days shall be allotted for the first-level review
of Data Controller and an additional 2 working days for the second-level review of the Unit

Head of Anti-Red Tape Unit.
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This service allows the Office of the Commission on Audit, and University colleges, offices,

and units to obtain a copy of audit reports.

RISIIRN oo JunnEmael Office of Internal Audit Service (OIAS)

O DO Mo Simple

T OO G2G - Government to Government
TrOOO IO

0 OO0 OO OOC

D00000ITINOROODOOROMOOTOO
1. Approved Request Letter to Obtain a
Copy of Audit Report (1 Original Cop

The client will provide

| Commission on Audit and Colleges/Offices/Units of the Universit
0 DOROTOMOOOROO
Office of the University President and/ or

. _ _ 0O0O0oOoc DROODO0mO DOROOOO
OO0MOTINTOOO0O O0O000O0O0mOoTmOooO 00mODC TMOO ﬁ ROOOOO0OmOOC
1. Send a request | 1.1 Receives None 1 minute Clerk
letter to the approved request Office of Internal
Office of the letter and records Audit Service
University it in the logbook.
President for 1.2 Sends the None 1 minute Clerk
approval. approved request Office of Internal
letter to the Office Audit Service
of Internal Audit
Service Director.

1.3 Locates needed None 1 hour Clerk
report and Office of Internal
reproduces it. Audit Service

1.4 Records the None 1 minute Clerk
distribution of the Office of Internal
requested report. Audit Service

2. Receive the 2. Sends the None 1 minute Clerk
requested requested report to Office of Internal
report. the recipient. Audit Service

NN RN
TOTOOm 0OD0o0d TMITt
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The service allows offices, units, and colleges of the University to secure approval from the
Office of Planning prior to conducting their respective planning activities.

O OO O Office of Planning (OP)

D IMmom

RERRNE R Simple

TOOOmm G2G - Government to Government
TrOOOOR MO0
REREIEREIENIEEN Offices, Units, and Colleges of the Universit

O00000WTMOROODOROMOOTOO ‘ 0 DOROTUMOUOOROO
1. Request Letter for Office/Unit/College The client will provide
Planning (1 Original Copy)

2. Proposed Budget (1 Original Copy)
3. Program of Activities (1 Original Copy)

0OmOTToO00 | oooooomoTmoog PCOT0E DRODOODMAT OORODOO

00momo TIMI[ RODOO0O0O0mMOOO
1. Submit 1.1 Recelves, None 15 minutes Staff & Director

complete pre- reviews, and Office of
planning validates Planning
requirements to submitted pre-
Office of planning
Planning. requirements.

Note: If with

incomplete

requirements,
relay feedback to
the concerned
office/ unit/ college
for completion/
proper action.

1.2 Endorses None 10 minutes Staff & Director
complete pre- Office of
planning Planning

requirements to
Planning Director
for signature and

approval.

1.3 Records details None 5 minutes Staff
of the office / unit / Office of
college planning Planning
activities for
monitoring
purposes.

2. Receive a 2. Notifies the None 5 minutes Staff
notification on requesting Office / Office of
the approval of Unit / College of Planning
the request. the approval of the

request.

TOTODm OCO000 COMITIC T
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The service allows offices, units, and colleges of the University to submit their Quarterly
Scorecards and Monthly Accomplished Reports to the Planning Office for effective

performance monitoring, and evaluation.]

O] OO —r 0

D MmO

O DO MO
TOOOmm
TrOO00R MO0

Office of Planning (OP)

Simple

G2G - Government to Government

RIRENEREENIEE Offices, Units, and Colleges of the Universit
DO000D00IMTINODROODOOMROMOOTOO

0 OOROTOMMOOOROO

A. For Quarterly Scorecards Office of Planning or download at
1. Accomplished Plan Monitoring & https://www.tsu.edu.ph/media/4wwgildb/tsu-
Evaluation Scorecard pme-sf-02-plan-monitoring-evaluation-
TSU-PME-SF-02 (1 Original Copy) scorecard.docx

B. For Monthly Accomplishment Report | Office of Planning or download at

1. Accomplished Monthly https://www.tsu.edu.ph/media/okmdpulg/tsu-
Accomplishment Report pme-sf-03-monthly-accomplishment-
TSU-PME-SF-03 (1 Original Copy) report.docx

00000 0C OROOOODmMOLC OOROO OO
DOmOTOINTOODO | 000000MmOoTomoao O0mOmC TM O ROOOOOO0mOOD

1. Submit duly 1. Receives, reviews, None 10 minutes Staff
accomplished and validates Office of Planning
forms to Office submitted
of Planning for documents.
review and
approval.

2. Receive 2. Updates the tracker None 15 minutes Staff
feedback on the for scorecard and Office of Planning
approval and/or accomplishment
deficiency. report submission

for proper
monitoring.
Note: For offices
with incomplete or
incorrect
documents, staff
relays feedback to
the concerned
office for immediate
action.

TOTOOmp 00000 COTMC RO
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The service allows to publish and distribute the university publication to stakeholders every
month for information dissemination.

RISIIRNN o JnIEAl Office of Public Affairs (OPA)
O IDOOIC MO0 Highly Technical
G2C - Government to Citizen
LDDDDDD%%?[DDDD G2B - Government to Business Entity/ies
G2G - Government to Government
RENEISSIENINEN TSU Students, Employees and Stakeholders
O00000MTIMOROODOOROMOOTOO \

0 OORODOMIMOOOROO
1. Details of Event, Program Flow The client will provide
(if any) or News Article
(1 Original Copy)
2. TSU Bulletin Receiving Log
TSU-PAI-SF-02 Rev 01
1 Original Cop

Office of Public Affairs

O0000O0C OROOOOOmDOC OOROOOO

[[D]][TD]]TDD]# O00000maTomoag

O0momC TIMID)

ROODODOmNOOO

1. Submit 1.1 Proofreads the None 3 working days | Technical Staff
Information / received file for Office of Public
news article write-up or revision. Affairs
and details to
Office of 1.1.1 Deploys staff to 7 working days
Public Affairs cover the event /
for write-up or activity and shall
proofreading. write an article

afterwards.

1.2 Checks the None 2 hours Director & Unit

article/s. Head
Office of Public
Affairs

1.3 Forwards the final None 5 working Technical Staff
layout of the TSU days Office of Public
Bulletin to Business Affairs
Affairs and Auxiliary
Services Office for
printing.

1.4 Conducts final None 1 working Director and
inspection of day Technical Staff
printed TSU Bulletin Office of Public
copies Affairs

2. Receives 2. Distributes TSU None 1 working Technical Staff
TSU Bulletin. Bulletin. day Office of Public

Affairs
L CrOmOO
TOTOOO 0ODooo D OO0 o
L0

*The total turnaround time varies depending on the duration of each event being covered.
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The service allows to publish and distribute the university publication to stakeholders every
month for information dissemination.

RILIERNT g TIINIENAl Office of Public Affairs (OPA)
O IDOOIC MO0 Highly Technical
G2C - Government to Citizen
G2B - Government to Business Entity/ies
UL AT G2G - Government to Government
RENEISSIENINEN TSU Students, Employees and Stakeholders
O000000MTmMOROODOROMOOTOO \

0 OORODOMIMOOOROO
1. Details of Event, Program Flow The client will provide
(if any) or News Article
(1 Original Copy)
2. TSU Bulletin Receiving Log
TSU-PAI-SF-02 Rev 01
1 Original Cop

TOOOmm

Office of Public Affairs

O0000O0C OROOOOOmDOC OOROOOO

[[D]][TD]]TDD]# O00000maTomoag

O0momC TIMID)

ROODODOmNOOO

1. Submit 1.1 Proofreads the None 3 working days | Technical Staff
Information / received file for Office of Public
news article write-up or revision. Affairs
and details to
Office of 1.1.1 Deploys staff to 7 working days
Public Affairs cover the event /
for write-up or activity and shall
proofreading. write an article

afterwards.

1.2 Checks the None 2 hours Director & Unit

article/s. Head
Office of Public
Affairs

1.3 Forwards the final None 5 working Technical Staff
layout of the TSU days Office of Public
Bulletin to Business Affairs
Affairs and Auxiliary
Services Office for
printing.

1.4 Conducts final None 1 working Director and
inspection of day Technical Staff
printed TSU Bulletin Office of Public
copies Affairs

2. Receives 2. Distributes TSU None 1 working Technical Staff
TSU Bulletin. Bulletin. day Office of Public

Affairs
L CrOmOO
TOTOOO 0ODooo D OO0 o
L0

*The total turnaround time varies depending on the duration of each event being covered.

42



TE
< B %
e 7

$ARLY
41188

1906

OO0 DOOOOI00 M MR OO0 CC M 0D 000 OO 000 OT00r D00 C 0o

The service allows the production of photos and videos of university activities and events.
The output also serves as material for articles and layout design to be published on the
TSU website, TSU Bulletin, TSU Annual Report and social media platforms.

TOOOmm
TrO0003 OO0
0 0000 OO

RISIIRN o eIl Office of Public Affairs (OPA)

O OO0 MO0

Highly Technical

G2C - Government to Citizen
G2G - Government to Government

DO00000MTIMODROODOOMROMOOTOO

1. Request Form Coverage of Events or
Activities TSU-PAI-SF-09

(1 Original Copy)

| TSU Students and Employees

Office of Public Affairs

0 OOROTOMMOOOROO

2. Details of Event, Program Flow, if any
(1 Original Copy)

D0DmMOTImMTOOOO | 00D0000MOTON 00C

The client will provide

oooomor

OomomrC

OROOOODOmIOC
TIMI[

ROOOODOOODOO0

OOROO DO

1. Submit 1.1 Receives and None 3 minutes Technical Staff
accomplished verifies submitted and/or Director
request form request form. Office of Public
and receive Affairs
affirmation on Note: If form is
the request. improperly filled

out, return and
inform client.
1.2 Plots the None 2 minutes Technical Staff
request. and/or Director
Office of Public
Affairs

2. Provide 2.1 Attends the None 7 working Technical Staff
program flow (if activity or event. days and/or Director
any). Office of Public

Affairs
2.2 Uploads the None 1 hour Technical Staff
photos/videos to Office of Public
available storage Affairs
for safekeeping.
LI D L]
TOTOOO OO0 DjDDmHmE] e
CIMTC T

*The total turnaround time varies depending on the duration of each event being covered.
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The service allows clients to get information on the programs, projects, activities in the
university via TSU website and social media platforms.

RINIIRNN g JunIENEl Office of Public Affairs (OPA)
O IDOOIC MO0 Highly Technical
TOOOmm G2C - Government to Citizen
TrOO0O0# MO0 G2G - Government to Government
BIRENSEIENIINN TSU Students and Employees
OD00000TIN DROODOOROMOOTOO
or News Article (1 Original Copy)

OOmMOTmTOO00 | 0ooooomoTmooe SECedt ORODOO0mMOC

0 DORODTUMOOOROO
The client will provide

OOROODO

- 0omomO TMOO ROOOOO00mMOON
1. Submit 1.1 Receives and None 3 working days | Technical Staff
information or proofreads the Office of Public
news article to received file for Affairs!
Office of Public write-up or
Affairs. revision.
1.1.1 Deploys staff 7 working days

to cover the
event/activity and
writes an article

afterwards.
1.2 Final checks the None 2 hours Director
output. Office of Public
Affairs
1.3 Uploads the None 10 minutes Technical Staff
article to TSU Office of Public
website and social Affairs
media platform.
U0 CrCInon
D
TOTOOO Coooo O OorOm O
LM

*The total turnaround time varies depending on the duration of each event being covered.
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_[Process for Addressing Client’s Concerns via Email

The service allows the TSU students and employees to email the Office of Public Affairs
for any request or concerns.

RINIIRNN g JunIEAel Office of Public Affairs (OPA)
0 OOk MO0 Simple
T OO0 G2C - Government to Citizen
TrOOO0O MO0 G2G - Government to Government
BIENREIENNINN TSU Students and Employees

OD00000T M OROOOMROMOOTOO

0 OOROTOMOOOROO

1. Concerns/Requests The client will provide
(1 Electronic Copy)

2. File Attachment, if any
(1 Electronic Copy)

SRS B DDTDD’T[ OROOOO0OmO OOROOOCO
O0mMOTImTOO0OO | DO00000mMOTom OOl 00mODC TMOO ROOOOOOMOOC

1. Send concerns 1.1 Receives and None 15 minutes Technical Staff
or requests to reviews the Office of Public
the Office of content of email Affairs
Public Affairs. and attachments,

if there are any.
Note: Attach

file/s, if any.

2. Receive email 2. Acknowledges None(] 15 minutesl] | Technical Staff
acknowledgeme the receipt of Office of Public
nt and response email and takes Affairs
regarding the appropriate
concern/s. action/s on

concern/s.

TOTOOm DOo000 MO

*The total turnaround time considers the volume of the emails, waiting time and internet
connectivity issues.
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The service allows the posting of materials through print (bulletin), social media, and/or
TSU website materials.

RISIIRNN o JnIEAl Office of Public Affairs (OPA)

O MO0t MO0 Simple

T OO0 G2C - Government to Citizen
TrOOO0O MO0 G2G - Government to Government
RIRENSEIENIINN TSU Students and Employees

000000mTm OROOOROMOOTOD | 0 O0OROTOMOOCOROO

O00000C OROCOOOmMOC OOROOOO
TMO[ ROOOODODmmOOO

OOmomC

O0DmOTmMTOO0OO 000000maTomooo

1. Submit the
necessary
requirements
to the Office of
Public Affairs.

1.1 Receives and
reviews the
content of
material/s for
posting.

None

5 minutes

Technical Staff
Office of Public
Affairs

1.2.1If the
Material/s for
Posting is
Approved: Posts
through the
preferred platform
(bulletin boards,
social media, TSU
website, or can be
both).

1.2.2. If the
Material/s for
Posting is
Subject to
Revision: Notifies
the client to revise
the content.

None

10 minutes

Technical Staff
Office of Public
Affairs

2. Receive
notification
that material/s
is/are already
posted.

1.2 Notifies the
client if material/s
is/are already
posted.

None

3 minutes

Technical Staff
Office of Public
Affairs

TOTOO

RiRREE

CITMTC O
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The service allows the requesting of electronic copy of photos, videos or files used in
university materials, projects, and such.

RISIIRNN o JnIEAl Office of Public Affairs (OPA)
pmoommdmom . e

TOOOmm G2C - Government to Citizen

TrOO0O0# MO0 G2G - Government to Government

BIRENISEIENIINN TSU Students and Employees
OD00000TIN DROODOOROMOOTOO ‘ O DOROTOMIMOOOROO

1. Request for Electronic Copy of Office of Public Affairs
Photos/Videos or Files
TSU-PAI-SF-08
(1 Original Copy or Electronic Copy)

S - - - 0000000 ODROOOODmMOC DOROODOO

4DDLTD]]TDDJ# OO00O000mMmoTmoog 00mOmO TMOO ROOOOOO0MOOC

1. Send request | 1.1 Receives and None 5 minutes Technical Staff
for photos / reviews the form Office of Public
videos or files submitted. Affairs
through . .
online or 1.2.1 If the Request None 10 minutes Technical Staff
logbook. is Approved: Office of Public

Sends the file/s Affairs
through email or
MS Teams.
1.2.2 If the Request
is Disapproved:
Informs the
requestor via emalil
or MS Teams on
the reason/s for
the disapproval.

2. Receive 2. Notifies once the None 3 minutes Technical Staff
notification on posting is finished. Office of Public
the status of Affairs
posting.

TOTOOD HENEN COMICR O
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The service allows the review of approval of posters, tarpaulins and other information and
communication materials to be posted within the university premises.

RISIIRA g JnIEAl Office of Public Affairs (OPA)
BlIEEnE I Simple
TOOOmm G2C - Government to Citizen
TrOO00 0000 G2G - Government to Government
RENENSSINEENISN TSU Students and Employees
DO00000MTIMODROODOOMROMOOTOO 0 DOROTUmOOORDOO
1. Materials to be Approved The client will provide
(1 Original Copy)
2. Request Letter with Attachments, if
Any (1 Original Cop

O0mMOTmWTOODOO O000000maToooo

The client will provide

O0000dO0C OROOOOOODO OOROOCO
ROODOODOOMMOON

OOmomC TIMID)

1. Present 1.1 Receives and None 30 minutes Technical Staff
material subject reviews submitted Office of Public
to approval and material/s. Affairs
request letter 1.2 If there are no None 5 minutes Technical Staff
with inputs necessary, Office of Public
attachments, if the material may Affairs
any be approved.

Note: If there is/are
input/s, incorporate
then submit again

for review.

2. Receives 2. Endorses Noner] 1 minute Technical Staff
approved or for Information, Office of Public
revision Education and Affairs
Information, Communication
Education and Materials.

Communication
Materials.

TOTOOm OCO000 MO

*The total turnaround time varies depending on the length and volume of Information,
Education and Communication (IEC) Materials for checking and reviewing.
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The service allows other State Universities, Colleges, and other Institutions to conduct
benchmarking activity at Tarlac State University.

O (MO O Office Of International Affairs and Linkages (OIAL)
D MmO
O OO 0000 Simple
TOOOmm G2G - Government to Government
TrOOOOR MO0
RERRNINEnIREINEN \/arious Government Agencies and State Universities and Colleges
OD00000TIN ODROODOOROMOOTOO 0 DORODTUMOOOROO
1. Endorsement from the University Office of the University President
President (1 Photocopy)
2. Invitation Letter, Program, And Other Host University/Institution/Organization
Pertinent Attachments Regarding
Travel Abroad (1 Photocop

O0mMOTmMTOODOO 000000moOTomoocC

0000000 ODROOOUOODOC OOROOCO

0omomOd TMO[ ROOOODOOmOOC
1. Sends an official | 1.1 Receives the None 5 minutes Staff
letter to the endorsement Office of
Office of the from the Office of International
University the President. Affairs and
President to Linkages
conduct a
ber_mc.hmar.k[ng 1.2 Communicates / None 10 minutes Protocol Officer
a(_:t|V|ty / visit informs offices to Office of
W'th Tarjac State be visited during International
University. the benchmarking Affairs and
activity. Linkages
2. Receive email 2.Sends an email None 10 minutes Protocol Officer
with attachment with attached Office of
(request form). form to confirm / International
inquire about the Affairs and
scope and details Linkages
of the activity /
visit.
3.Send back the 3.1 Receives and None 5 hours Staff
request form download service Office of
with the request form. International
required/ Affairs
needed details
via emalil 3.2 Communicates/ None 1 hour Protocol Officer
coordinate to Office of
office/s to be International
visited during the Affairs and
benchmarking Linkages
activity.
Note: If two (2) or
more offices are
to be visited,
prepare logistics
and other
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materials needed
for the activity
(program, venue,
food, token,
vehicle, etc).

Note: If one (1)
office will be
visited, the office
to be visited will
prepare all the
materials and
logistics needed
during the visit.

4. Attend the 4. Facilitates the None 10 minutes Protocol Officer
benchmarking benchmarking Office of
activity. activity. International

Affairs and
Linkages
LD OO OO0 MO0 O
TOTOO 0 0dad Mt
U
U
U
U
L]
L]
L]
L]
L]
L]
L]
L]
L]
L]
L]
L]
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The Office of International Affairs and Linkages of the university shall transact, process,
and provide reportorial requirements to the Bureau of Immigration and the Department of
Foreign Affairs. The office shall primarily process certification, authentication, and
verification (Apostille) of the Memorandum of Agreement, Memorandum of Understanding,
and other pertinent documents of the University.

U MO r O

 DMMmom |

O OO Mo
TOOOmm
TrO0003 OO0

Office Of International Affairs and Linkages (OIAL)

Complex

G2G — Government to Government

RERE[IRINENNIEE Offices/Colleges of the University
D00000mTm OROOOMROMOOTOD

1. Memorandum of Agreement The client will provide
(1 Photocopy)
2. Memorandum of Understanding
(1 Photocopy)
3. Diploma/Certificate of Completion
from Schooling; and others
1 Original or 1 Photocop
IR _ — 00000 0C OROOOOLOINOO OOROOOO
DOMOTOITOOOO| 000000MOTmoaoc O0mODC TMOL ROOOOO0mOOL
1. Endorses 1.1 Receives the None 5 minutes Staff
signed draft document/s Office of
Memorandum for assessment, International
of checking, and Affairs and
Understanding, submission for Linkages
Memorandum Legal Review.[]
of Agreement 1.2 Processes the None 2 working days Staff
and other documents for Office of
pertinent notary of Note:1 day for International
documents. Memorandum of legal counsel Affairs and
Agreements or and 1 day for Linkages
Memorandum of notarization
Understandings
and Certificate of
Authority for a
Notarial Act
(CANA) for
Memorandum of
Agreements
and/or
Memorandum of
Understandings
once the approval
for execution from
the Legal Counsel
is received.
1.3 Schedules a None 2 working days | Liaison Officer
travel to the Office of
Department of Note: 1 day for International
Foreign Affairs travel and 1 day Affairs and
and picks up the for release Linkages
Apostilled

0 O0OROTOMOOOROO
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Document based
on the date issued
on the claim stub.

2. Receive a . Notifies the client None 10 minutes Staff
notification about the status Office of
regarding the of the request and International
status of their takes a copy after Affairs and
request after handing the Linkages
the official apostilled copy to
travel. the client.

U0 CrO00O0
TOTOOm 00000 D OO0 oo
Mt

0O O O O
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This service aims to process CHED Endorsement for Legitimacy of Travel Abroad of
faculty/ies, non-teaching personnel, and officials with official travel as part of their
requirement.

minmnEny g nnmEnl Office Of International Affairs and Linkages (OIAL)
SR For Employee Mobility: Complex
Q/IOE M LT For Student Mobility: Highly Technical
G2G — Government to Government
TrOOOOR MO0 G2C — Government to Citizens
0 000D 000000000 TSU Students, and TSU Offices/Colleges
DO00000MTIMODROODOMROMOOTOO O O0OROJTOMIMOOORDOO

1. Endorsement from the University President | Office of the University President
(1 Photocopy)

2. Duly signed Complete Staff Work (CSW)
(1 Photocopy)

3. Budget Proposal and Certificate of
Availability of Funds (1 Photocopy)

4. Invitation Letter, Program, and Other
Pertinent Attachments Regarding Travel
Abroad (1 Photocopy)

5. BOR Approval (1 Photocopy)

ORIDTODOOTIMO T

1. Notarized Parental Consent with Parent’s
ID (1 Photocopy)[

2. Notice of Acceptance/Invitation [

(1 Photocopy)(

3. Request on the Conduct of Student Activity
Form (1 Photocopy)[!

4. Certificate of Accompaniment [

(1 Photocopy)(]
5. Travel order for Accompanying Faculty []
1 Photocopy)!

TOOOmm

From Originating College/Office

Budget Office

Host University/Institution/Organization

Office of the Board Secretary

The client will provide

From Host Institution/University/Organization

Office of Student Affairs and Services

The client will provide

From Originating College

OOROODO
ROODOOOOmMOON

OOD0O0OC OROOOOOmMOC

O00000maTomoog O0mOmo TMOC

O0mOTmTOOOO

1. Submit 1.1 Receives, reviews, None 0000 OO0 Staff
requirements to and evaluates the ", INM[O(RN NI Office of
the Office of submitted 5 minutes International
International documents. and Affairs and
Affairs regarding advise the client if Linkages
travel abroad. the documents

submitted are
O0rmtod o to insufficient. OCrtOd O to
MO T ", I N
Submit 2 working days!|
requirements for
student mobility in | 1.2 Prepares all the None 10 minutes Protocol Officer

Office of documents and Office of
International forms to be International
Affairs and submitted to CHED Affairs and
Linkages. International Affairs Linkages
and Services. Then,
instructs the client to Staff
proceed to TSU- Office of
International
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Medical Unit for their Affairs and
Medical Clearance. Linkages
Clerk
Office of the
University
President

2. Undergo a 2. Receives(the None 2 working days Staff
Medical Exam for presented Medical Medical
the medical Clearance. Services Office
clearance issued
by the TSU-

Medical Unit.

3. Apply for 3.1 Furnishes Human None 2 working days Staff
Authority to Travel Resource Office of
to waive travel tax Development and International
in Office of Management Office Affairs and
International & Office of the Vice Linkages
Affairs and President for
Linkages. Academic Affairs’

copies of travel
requirements.

3.2 Prepares None 2 working days Staff
necessary travel Office of
arrangements such International
as booking of flights Affairs and
(inclusive of food Linkages
and baggage),
airline/travel
insurance, & Travel
Order for Departure
and Arrival.

3.3 Informs the None 10 minutes Staff
International Higher Office of
Education Institution International
partner regarding Affairs and
the arrival logistics Linkages
of the
faculty/student/staff.

4. Attend the pre- . Conducts a pre- None 45 minutes Staff
departure departure orientation Office of
orientation. to the faculty / International

student / staff. Affairs and
Linkages
U0 OrOood | O
TOTOOMORIIMODOOODMMO DIOTOm OO0 D OO O D
CICTMITOCR O
U0 Oromoo | O
TOTOOMDORIITODOOTIMO DO Co00 D OO0 O d
CIIMITIC ]
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This service aims to process CHED Endorsement for Legitimacy of Travel Abroad of
faculty member/s, non-teaching personnel, and officials with official travel as part of their
requirement.

O (MO O Office Of International Affairs and Linkages (OIAL)
D MmO

BRSNS SN Highly Technical
TOOOmm G2G - Government to Government
TrOOOOC Mo G2C - Government to Citizens

apnEigennmEnnngy Offices/Colleges of the University
O00000MTmMOROODOROMOOTOO

0 OOROTOMMOOOROO

1. Endorsement from the University Office of the University President
President (1 Photocopy)
2. Accomplished International Affairs CHED IAS Website:
Service Form 15 — Evaluation Form for | https://ieducationphl.ched.gov.ph/beta/travel-
the Necessity of Travel for SUC endorsement/
(1 Photocopy)
3. Invitation Letter, Program, and Other Host University/Institution/Organization

Pertinent Attachments Regarding
Travel Abroad (1 Photocop

O0MOTmTOODO | 000000MOTomo0C

0000000 OROOOOOmMmOC OOROOCO

0omomO TMO[ ROOOODOOmOOC
1. Submit 1.1 Receives, None 5 minutes Staff
documents to the reviews, and Office of
Office of evaluates the International
International submitted Affairs and
Affairs regarding documents and Linkages
travel abroad. advises the client

if the documents
submitted are
insufficient.]

1.2 Prepares all the None 10 minutes Liaison Officer
documents and Office of
forms to be International
submitted to Affairs and
Commission on Linkages
Higher Education
- International Clerk
Affairs and Office of the
Services. University

President

1.3 Schedules a None 15 minutes Liaison Officer
travel to the Office of
Commission on International
Higher Education, Affairs and
Central Office, Linkages
and submit all
pertinent

documents for
Commission on
Higher Education
International
Affairs

Service approval
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2. Receive 3. Notifies the client 20 days Staff
notification about the status of Office of
regarding the the request and International
status of their takes a copy after Affairs and
request after the handing the Linkages
official travel. apostilled copy to
the client.
LD O & T
TOTOOT] W RN Mt

e e I
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The service allows the creation of accounts and assigning of privileges to employees

and students.

U (T r

D MmO

O OO Mo

TOOOmm
TrOOOO 0000
0 00D COJIOC

Ar7sa®

Office of Management Information Systems (OMIS)

Simple

G2C - Government to Citizen
G2G — Government to Government

O0MOTImMTOODOO DO00000mOToD DD#

All TSU Employees and Students
000000 TIMOROODOOROMOOTOO
1. Accomplished and Duly Signed System
Access and Privilege Request Form
TSU-MIS-SF-26 (1 Original Copy)

download at

https://www.tsu.edu.ph/media/yjrh3sf5/tsu-mis-

0 DORODTUMOOOROO
Office of Management Information Systems or

sf-26-system-access-and-privilege-request-

form.docx

0000000 OROOODOOmMOO

OOmomo

TIM[[

ROODOOOmMOOC

OOROOCO

1. Submit the 1.1 Receives and None 3 minutes Software Unit
accomplished verifies the Staff/Clerk
form to the submitted form. Office of
Office of Management
Management Note: If with Information
Information incomplete Systems
Systems or detail/s, return the
send it via MS form and inform
Teams at the missing
miso@tsu.edu.p detail/s.

h. 1.2 Creates an None 7 minutes Software Unit
account and Staff/Clerk
assigns the Office of
necessary Management
privileges. Information

Systems

2. Receive 2. Then notifies the None 2 minutes Software Unit
notification of client once the Staff/Clerk
account account has been Office of
creation or created or privilege Management
privilege has been Information
assignment. assigned. Systems

TOTOOD HINREN M
]
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The service allows the official rectification of posted class schedule.

O 00O O
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RINIIRN 2 JINNENE Office of Management Information Systems (OMIS)

| Complex

G2G — Government to Government

| All TSU Faculty and College Clerks

1. Accomplished and Duly Signed
Request to Change Posted Schedule
Form TSU-MIS-SF-17
(1 Original Copy)

0 OOROTOMMOOOROO

Office of Management Information Systems or

download at

https://www.tsu.edu.ph/media/rOeinaid/tsu-

O0MOTmMTOO0OO 000000MmOTmoo

mis-sf-17-request-change-posted-

schedule.docx
O0oomac
Oomomr

OROOOODOmIOC

TIMI[

OOROO DO

ROOOODOOODOO0

1. Submit the 1.1 Receives and None 3 minutes Clerk
accomplished verifies the Office of
form to the submitted form. Management
Office of Information
Management Note: If with Systems
Information incomplete
Systems or detail/s return the
send it via form and inform
email or MS the missing
Teams at detail/s.
miso@tsu.edu | 1.2 Changes the None 3 working days Clerk
.ph. posted schedule Office of

as requested. Management
Information
Systems

2. Receive 2. Notifies the client None 2 minutes Clerk
notification of once the request Office of
successful has been finished. Management
change in Information
posted Note: If there is a Systems
schedule or conflict and the
failure in schedule cannot
changing and be updated,
updating of inform the client
posted via MS Teams,
schedule. Telephone, or

Email.
LD Cr 000
TOTOOO 00000 D OOOm o
M

* The total turnaround time considers the volume of the requests and internet connectivity
issues, and is accountable for (1) requester only.

0

0

[
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The service allows the creation and reset of verification method of Office 365 account.

TOOOmm
TrOOOO MO0

RERNININNGNNNIEEN Al TSU Employees and Students
000000 TIMOROODOOROMOOTOO ‘

1. Accomplished Office 365 Assistance
Request Form TSU-MIS-SF-66

(1 Original Copy)

RINIIRAN 7 JIENE Office of Management Information Systems (OMIS)

O OO oD

Simple

G2C - Government to Citizen
G2G — Government to Government

O0mOTmTOO0O DDDD[D[DDT]]]D#

download at

https://www.tsu.edu.ph/media/thvn3dOw/tsu-

0 DORODTUMOOOROO
Office of Management Information Systems or

mis-sf-66-office-365-assistance-reguest-

form.docx

O0000O0C OROOOOOmDOC

O0momC

TIM[

OOROOOO
ROODODOmNOOO

1. Submit the 1.1 Receives and None 2 minutes Staff
accomplished verifies the Office of
form to the submitted form. Management
Office of Information
Management Note: If with Systems
Information incomplete
Systems or detail/s return the
send it via form and inform
email or MS the missing
Teams at detail/s.
miso@tsu.edu | 1.2 Creates an None 8 minutes Staff
.ph. Office 365 Office of

account. Management
Information
Systems

2. Receive . Gives the None 2 minutes Staff
temporary credentials to the Office of
login user. If the Management
credentials. request is done Information

online, the Systems
credentials will be
given via email.

TOTOOm 00000 (MO

* The total turnaround time considers the volume of the requests and internet connectivity
issues, and is accountable for (1) requester only.
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The service allows the tagging and untagging of faculty, room, and schedule to respective

classes.

0 OO0 0D OO0 O

O MOOmmC MO

TOOOmm
TrOOOO MO0

U 000 OO
DDO0000IT I OROOOROMOOTOO ‘

Office of Management Information Systems (OMIS)

| Simple

G2G - Government to Government

| All Faculty and Co

llege Clerks

0 OOROTOIMOOOROO

1. Accomplished and Duly Signed Office of Management Information Systems or
Request to Tag or Untag Faculty / download at
Room / Schedule Form https://www.tsu.edu.ph/media/tmleo0jm/tsu-mis-
TSU-MIS-SF-19 (1 Original Copy) sf-19-request-to-tag-untag-facultyroom.docx
# 00000 0C DROOODOmOO OOROO OO
OOmOTWTOOOO, CO00000moTm OO 00mOmO TMOC ROOOOO00mMOOD
1. Submit the 1.1 Receives and None 3 minutes Clerk
accomplished verifies the Office of
form to the submitted form. Management
Office of Information
Management Note: If with Systems
Information incomplete detail/s
Systems or return the form
send it via and inform the
email or MS missing detail/s.
Teams at 1.2 Tags or untags None 10 minutes Staff
miso@tsu.edu. the faculty, room, Office of
ph. or schedule. Management
Information
Systems
2. Receive 2.1 Notifies the None 2 minutes Staff
notification client once the Office of
update on the request has been Management
request. finished via Phone Information
Call, Messenger Systems
or MS Teams.
TOTOOT OO0 Mt

* The total turnaround time considers the volume of the requests and internet connectivity
issues, and is accountable for (1) requester only.

0

o o O o o O

J
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The service allows the tagging and untagging of honorarium classes to faculty.

RINIIIRAN 7 JIIENE Office of Management Information Systems (OMIS)

EIEEE N Complex

TOOmam G2G - Government to Government
TrDOOC OO0

BERNINENNINNNINEN Al Faculty and College Clerks
OD00000OTID OROODOROMOOTOO 0 DORODTUMOOOROO
1. Accomplished and Duly Signed Office of Management Information Systems or
Tagging of Honorarium Form download at
TSU-MIS-SF-20 (1 Original Copy) (https://www.tsu.edu.ph/media/fumlljez/tsu-
mis-sf-20-honorarium-list.docx)

L DDD’L OROOOODmMOC OOROO DO
O0mMOTmTOOOO | DO00000MOTom OOl O0mOm TMOC ROOOOOOMOOC

1. Submit the 1.1 Receives and None 3 minutes Clerk
accomplished verifies the Office of
form to the submitted form. Management
Office of Information
Management Note: If with Systems
Information incomplete
Systems or detail/s return
send it via email the form and

or MS Teams at inform the missing
miso@tsu.edu.p | detail/s.

h. 1.2 Processes the None 3 working days Clerk
tagging or Office of
untagging of Management
honorarium class. Information

Systems
2. Receive 2.1 Notifies the None'’ 2 minutes(’ Clerk
notification client once the Office of
update on the request has been Management
request. finished via Phone Information
Call, Messenger or Systems
MS Teams.
LI D L]
TOTOOm 00000 D OO0 o
Mt

* The total turnaround time considers the volume of the requests and internet connectivity
issues, and is accountable for (1) requester only.
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The service allows the official transfer of students from one section to another.

RINIERNN Y JINEEN Office of Management Information Systems (OMIS)
O OO MO0 Complex

TOOOmm G2G - Government to Government

TrOOO0OC OO0

RERRSRIIRENISN Al Faculty and College Clerks

000000 TIMOROODOOROMOOTOO ‘ O DOROTOMIMOOOROO

1. Accomplished and Duly Signed Transfer | Office of Management Information Systems or
of Students Form TSU-MIS-SF-38 download at
(1 Original Copy) https://www.tsu.edu.ph/media/yyac5bmal/tsu-

mis-sf-38-request-to-transfer-form.docx
00000 DROOOOUmMO D OOROO OO

O0mMOTImMTOOOO | 000000MOTO D%

OomomC TIMO ROOOOO0mO4N
1. Submit the 1.1 Receives and None 3 minutes Clerk
accomplished verifies the Office of
form to the Office | submitted form. Management
of Management Information

Information Note: If with Systems

Systems or send incomplete detail/s

it via email or MS | return the form and

Teams at inform the missing

miso@tsu.edu.p detail/s.

h. 1.2 Processes the None 3 working days Clerk
transfer of Office of
students. Management

Information
Systems
2. Receive 2. Notifies the client None 2 minutes Clerk
notification once the request Office of
update on the has been finished Management
request. via Phone Call, Information
Messenger, or MS Systems
Teams.
LD Cr0O0
oToom 00000 DO mo
Mt

* The total turnaround time considers the volume of the requests and internet connectivity
issues, and is accountable for (1) requester only.
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The service allows the troubleshooting and repair of the Information and Communications
Technology (ICT) equipment of end-users.

minnEny i o Jinnmmnee Office of Management Information Systems - Hardware
Maintenance Unit (OMIS-HMU)

O OO oD Simple

G2C - Government to Citizen
TroOOCtmom G2G - Government to Government

TOOOmm

0 000 OO0 All TSU Employees and Student Organizations

O0D0000T M OROOOMROMOOTOO 0 OOROTOMOOOROO

1. Accomplished Technical Service Office of Management Information Systems
Request Form (1 Original Copy)

S DDD’L OROOOODmMOC
O00000MOTom OOl O0mOm TMOC

OUmOTImTOOOO OOROO DO

ROOOOO0OmOOO

1. Proceed to 1.1 Proceeds to the None 10 minutes Hardware
Office of client’s office to Technician
Management assess the Hardware
Information problem Maintenance
Systems or call encountered with Unit
the Office of the equipment.

Management 1.2 Performs the None 1 working day Hardware
Information necessary actions Technician
Systems Clerk or Hardware
via phone call troubleshooting. Maintenance
(#550) regarding Unit

the problem

encountered on

the hardware.

2. Fill up Technical | 2. Provides the None 3 minutes Hardware
Service Request Technical Service Technician
Form to be Request Form Hardware
provided by the and secures after Maintenance
Hardware the client finished Unit
Technician and filling it out.
submit the
accomplished
form.

O OrOmomD O
TOTOOm OO0000 SM Tt

O o o o o o o O
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The service allows the condemn of unserviceable Information and Communications
Technology (ICT) equipment for disposal.

0 QMO e O Office of Management Information Systems - Hardware Maintenance
D DD Unit (OMIS-HMU)

BERNIE el Simple
TOOOmm G2G - Government to Government
TrOOO0O OO0
EpnEingesninnmmg All Permanent Employees
O00000TIMOROODOOROMOOTOO
1. Accomplished ICT Equipment
Inspection Form
(1 Original Copy and 1 Duplicate Copy)
2. Property Acknowledgement Receipt
1 Original Copy and 1 Duplicate Cop

O DOROTOMIMOOOROO
Office of Management Information Systems

Supply and Property Management Unit

0OmoTmToooo| oooooomoTmoog Do00T00 ORODEOOMAOC  DHROOUD

OO0momo TIM[IL ROOOCOOOmmO4Og

1. Call Office of 1. Assesses the ICT None 4 hours Inspection
Management device based on Officer
Information the Property Office of
Systems via Acknowledgement Management
phone call (dial Receipt. Information
550) to request Systems
the technical
inspection
officer for the
inspection of
the ICT device.

2. Sign the ICT 2. Presents the ICT None 5 minutes Inspection
Equipment Equipment Officer
Inspection Inspection Form to Office of
Form. the client to be Management

signed by the Information
accountable Systems
personnel.

3. Present the 3. Coordinates with None 5 minutes Inspection
ICT Equipment the Supply & Officer
Inspection Property Office of
Form to the Management Unit Management
Supply & (SPMU) for Information
Property validation of the Systems
Management inspection.

Unit (SPMU) . Staff

Supply and
Property
Management
Unit
LD O OO [0
TOTOOD HINREN Mt

0
[
W
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The service allows the inspection of new Information and Communications
Technology (ICT) equipment delivered to the university.

0 (M D IO

O DO MO0

U 00D OO

Office of Management Information Systems - Hardware
Maintenance Unit (OMIS-HMU)

Simple

BLASESINN: | NuEas JEEy G2G - Government to Government

Suppl

OD0000mTm OROOOROMOOTOO

1. Accomplished Inspection and
Acceptance Report Form
(1 Original Copy)

. Accomplished Request for Inspection
Form (1 Original Copy)

gooooog

Ooooaoog

and Property Management Unit
0 OOROMOMMOOOROO
The client will provide

ORO 0000

OOROO DO

Domovrtooe OoTmooo 0OomomOd DM R]D[D]%D[[[
. Request 1. Proceeds with None 1 hour Inspection
inspection of new the inspection of Officer
ICT devices from the equipment. Office of
the inspection Management
officer. Information
Systems
. Present the 2. Fills out the None 10 minutes Inspection
Request for Request for Officer
Inspection form Inspection form Office of
and Inspection, and signs the Management
and Acceptance Inspection and Information
Report to the Acceptance Systems
inspection officer Report.
for filling out.
LD OO0 0D M0
TOTOOT] HN RN Mt

I e e s A Y A O A O
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The service allows the monthly scheduled maintenance of computer units to address

issues and alleviate its future recurrence for the benefit of the end-user.

0

O OO 0D MO0

Office of Management Information Systems - Hardware Maintenance

Unit (OMIS-HMU)

DMOOmmdmom. |

Simple

TOOOmm
TrOOOO 0000

G2G - Government to Government

U 00D OOJaOC

O0mOTmTOOOO

| All TSU Employees
O000000MTmMOROODOROMOOTOO ‘

1. Accomplished Technical Service
Request Form (1 Original Cop

DDDDDHDTID%

0000000 OROOOOOmNOC
OOmomo

0 OORODOMIMOOOROO
Office of Management Information Systems

TIMO

OOROOCO
ROODOOOOmMOOL

1. Submit the 1.1 Notifies client/s None 5 minutes Hardware
Technical for the scheduled Technician
Service Request computer Hardware
Form to the preventive Maintenance
Hardware maintenance. Unit
Maintenance 1.2 Proceeds to the None 2 hours Hardware
Unit. client/s office. Technician

Hardware
Maintenance
Unit

2. Fill up the 2. Gets the signed None 5 minutes Hardware
Technical form. Technician
Service Request Hardware
Form Maintenance

Unit
(MO0 LM MO0
TOTOO] HIRRNE Mt
[]
[]
[]
[]
[]
[]
[]
[]
[]
[]
[]
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The service allows the installation of various software applications needed by end-users.

minnEny i o Jinnmmnee Office of Management Information Systems - Hardware
Maintenance Unit (OMIS-HMU)
O OOk 00000 Simple
TOOOmO G2C - Government to Citizen
TrOOOO MO0 G2G - Government to Government
0 0000 OO0 All TSU Employees and Student Organizations
O00000MTIMOROODOOROMOOTOO \ O O0OROTOMIMOOORDOO
1. Accomplished ICT Device Inspection Office of Management Information Systems or
Form TSU-MIS-SF-76 download at
(1 Original Copy) https://www.tsu.edu.ph/media/lb3ic2ar/76-ict-
device-inspection-form.docx

DDD’L OROOOODmMOC OOROOOCO
niioaEman e/ ODmom TMOIO ROODOOOmMOO

OO0moTWTOODd
1. Call the Office 1.1 Proceeds to the None 5 minutes Hardware
of Management client’s office and Technician
Information perform the Hardware
Systems via software Maintenance
phone call (dial installation. Unit
550) regarding 1.2 Downloads None 1 hour Hardware
the request for necessary Technician
software installation files Hardware
installation. and install the Maintenance
software Unit
2. Fill up Technical | 2. Gets the form None 3 minutes Hardware
Service Request from the client. Technician
Form. Hardware
Maintenance
Unit
LD OO 0D [
TOTOOm OO0000 Mt
U
]
U
U
]
(]
]
]
(]
]
(]
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The service allows the provision of technical assistance to the different stakeholders of the
University.

minnEny i o Jinnmmnee Office of Management Information Systems - Hardware
Maintenance Unit (OMIS-HMU)

Simple

G2G - Government to Government

O MDDt MO
TOOOm

TrODOO MO

0 00D OOI0OOm All TSU Employees and Student Organizations

O0D0000T M OROOOMROMOOTOO 0 OOROTOMOOOROO

1. Accomplished Technical Service Office of Management Information Systems
Request Form (1 Original Copy)

S DDD’L OROOOODmMOC OOROO DO
DI DO O Oomom TMOO ROOOOOOODOOO

O0mOTmTOO00

72

1. Proceed to 1.1 Receives and None 3 minutes Personnel
Office of acknowledges the Hardware
Management call of the client Maintenance
Information requesting Unit
Systems or call technical
the Office of assistance.

Management 1 5 proceedstothe | None | 1 working day Personnel
Information client’s office or Hardware
Systems Clerk college and Maintenance
via phone ca“_ performs the Unit
(#127) regarding | needed technical

the needed assistance.

technical

assistance.

2. Fill up Technical | 2. Provides the None 3 minutes Personnel
Service Request Technical Service Hardware
Form to be Request Form Maintenance
provided by the and secures it Unit
OMIS-HMU after the client
Personnel and submits it.
submit the
accomplished
form.

O OrOmomD O
TOTOOm OO0000 STTMTt T
L
L]
L]
L]
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The service provides employees and students Wi-Fi access inside the university
premises.

A e Office of Management Information Systems — Network Unit
(OMIS-NU)

0 MO0 MO | Simple
T G2C - Government to Citizen
TrOOOOtmom G2G - Government to Government

0 0000 00000 All TSU Employees and Students

DD00000MIT I OROOOROMOOTOO ‘

1. Accomplished Wi-Fi Access
Registration Form (1 Original Copy)

0 DOROTUmOOORDOO
Office of Management Information Systems

O00000C OROODOOmMOC OOROOCO

O0DmMOTITOOOO | 00O0000MmOoTmog

O0momC TIM[IL ROODOOO0mMOOO

1. Get Wi-Fi Access | 1. Provides the None 3 minutes Network
Registration Wi-Fi Access Technician
Form and fill out Registration Network Unit
properly. Form.

2. Submits filled out | 2. Registers the None 5 minutes Network
form to Network equipment if client Technician
Unit Staff. is an employee. If Network Unit

the client is a
student, gives an
access voucher
instead.

3. Once the device . Notifies the client None 3 minutes Network
is registered, that they are Technician
they will have already registered Network Unit
access to the and/or guide them
university's Wi-Fi to login on the
facilities. For captive portal.
students, they
will use their
received voucher
as an access to
the captive portal
page to use the
university's Wi-Fi
facilities.

TOTOO H|N RN CTMITIC ]
(]
L]
L
L
L]
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The service allows the creation of an account to access the TSU Network.

1906

0 CmOm— 0D (IO

(OMIS-NU)

Office of Management Information Systems — Network Unit

O OO MmO Simple

LERERNE (IRRENEMIEEl G2G — Government to Government

0 0000 OO0 All TSU Employees

D00000MTIMOROODOOROMOOTOO ‘

1. Accomplished Request to Create/ Reset
Domain User Account Form

1 Duplicate Cop

O0moOTmTOOOO TMOO

OOmoC

DDD[][DDDT[DDD%

0 DOROTUMOUOOROO
Office of Management Information Systems

OO0000C DOROOCOOOMMOC

ODOROOCO
ROOOOOOODOOC

1. Get Request to 2. Provides Request None 3 minutes Staff
Create / Reset to Create/Reset Network Unit
User Account User Account
Form and fill out Form to client.
properly.

2. Give filled out 2.1 Creates the None 5 minutes Staff
form to Network Domain Accounts. Network Unit
Unit Staff.

2.2 After an account None 3 minutes Staff
is created, gives Network Unit
the user
credentials
needed to log into
the TSU Network.
TOTOOm  Coo0o LMt e
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1906

The service allows the resetting of domain account password in case of locked account or

forgotten password.

O MOOmm Mo

T OO0
TrOOOO MO0
| All TSU Employees
D00000TIN ODROODOOROMOOTOO
1. Accomplished Request to Create/ Reset

Domain User Account Form

U 000 OO

1 Original Cop

O0DmoOTmTOOOO OJ000000moTmoo

(OMIS-NU)

minnEEi ) mnmeEng Office of Management Information Systems — Network Unit

——

| Simple

G2G - Government to Government

OOmoddC

O DOROTOMIMOOOROO
Office of Management Information Systems

OO0000C DOROOCOOOmMOC

TIMOI

OOROOOCO

ROOOODOOODOOO

‘V_\

1. Get Request to 1. Provides Request None 3 minutes Staff
Create / Reset to Create / Reset Network Unit
User Account User Account
Form and fill out Form to clients.
properly.

2. Submit filled out 2.1 Resets the None 10 minutes Staff
form to Network domain account Network Unit
Unit Staff. of the client.

2.2 After the None 3 minutes Staff
account is reset, Network Unit
gives the user
credentials
needed to be able
to log in to the
TSU Network.

i TOTOO HEEEN CCMITC e

o o 0o o o o o o o g
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The service grants the access of personnel to websites that are blocked in the university
network.

minnEn annneEng Office of Management Information Systems — Network Unit
(OMIS-NU)

0 MO0 O | Simple

TDDD]][[D'r]]D]jD]]] G2G - Government to Government

0 00 00O | All TSU Employees
000000mTm OROOOROMOOTOD 0 OOROTOmMOOOROD

1. Accomplished Unblock Website Form Office of Management Information Systems
1 Original Cop

0000000 OROOODOmIOC OOROOCO

O0moTmToOOOO OO0 00oomoTImooC O0mOmO TM O ROOOOOOMmOOL
1. Get Unblock 1. Provides the None 3 minutes Network
Website Form and Unblock Website Technician
fill out properly. Form to the client. Network Unit
2. Give duly filled out | 2.1 Unblocks the None 15 minutes Network
form to a Network websites Technician
Unit Staff. requested for the Network Unit
user indicated on
the form.

2.2 Notifies the None 3 minutes Network
client that their Technician
request is done. Network Unit

TOTOO] oood (Mt

e e e e e A O e A I e
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The service allows the temporary deployment of Wi-Fi facility on areas that need Wi-Fi
service within the university. [

0 dmOm— 0D (MmO

Office of Management Information Systems — Network Unit

(OMIS-NU)

O OO MO0 Complex

LR Rmn{N FNREEE NI G2G - Government to Government

0 00 COMmO0 | All TSU Employees
000000MTmMOROODOMROMOOTOD |

1. Request for Wi-fi Setup/Deployment

Form (1 Original Copy)

O DORODTOmMODOROO
Office of Management Information Systems or
download at
https://www.tsu.edu.ph/media/qylatebw/tsu-

mis-sf-27-wifi-setup-deployment.docx

N - S % OO00000C OROOODODmOC OOROO DO
O0DmMOTmMTOOOO  000000moOTmoo O0mOmC TMOC

ROODOOOmOOO

1. Get Request for 1. Provides the None 3 minutes Network
Wi-fi Setup / Request for Wi-fi Technician
Deployment Form Setup / Network Unit
and fill out Deployment Form
properly. to the client.

. Give filled out 2.1 After processing None 4 working days Network
form to Network the form, the Technician
Unit Staff. request is upon Network Unit

the availability of
Note: If a request equipment. If
is given less than equipment is
a week before the available, it will be
event, the client configured and
must provide the deployed before
reason; the the event.
request was only
given on short Note: If there is
notice. no equipment
available the
client will be
informed of the
matter.

2.2 Once equipment None 2 hours Network
is configured, Technician
deploys to the Network Unit
request location
and notifies the Hardware
client once Technician
deployed. Hardware

Maintenance
Unit

. Inform . Office of None 1 hour Network
Management Management Technician
Information Information Network Unit
System Staff that Systems technical
the event is staff retrieves the Hardware
finished. equipment once Technician

the event is done.
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The service allows the granting of Virtual Private Network access (VPN) to TSU
employees to access the university’s application via internet connection.

U (T r

Office of Management Information Systems — Network Unit
D IO (OMIS-NU)
mjEEnins el Simple

TODOOmm G2G - Government to Government
TrODOOt MO

RERRSENIENNISN Al TSU Employees
O000000OTIDOROCOROMOOTOO \ 0 OOROTO MUOOROO
1. VPN Access Form (1 Original Copy) Office of Management Information Systems or
download at
https://www.tsu.edu.ph/media/3oknimg1/tsu-
mis-sf-65-vpn-access-form.docx

S S 0000000 ORODDOOmMOC OOROOOCO
O0mMOTmTOOOO | DO00000MOTom OOl O0mOm TMOC ROOOOOOmMOOC

1. Acquireor | Acquire or 1. Provides VPN None | 3 minutes | Network
download VPN Access Form to Technician
Access Form the client. Network Unit
from the office
or website.

2. Fill in the 2. Helps the client None 2 working days Network
necessary for any Technician
details on the clarification Network Unit
form. regarding the

form.

3. Return the form | 3. Receives the form None 3 minutes Network
to the office for from the client Technician
submission. and checks if the Network Unit

form is duly filled-
up

4. Bring the 4. Installs the VPN None 1 hour Network
computer software to the Technician
machine for the client’'s machine Network Unit
installation of and provide
VPN software. orientation in

using the
software.
LD CrJDO0O
TOTOOm HiRREN D OO OO0 0
O MM

O o o o o 00
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The service allows the installation of cables for a new network connection.

mnnEn o nnnimnnee Office of Management Information Systems — Network Unit

(OMIS-NU)
O OOk DO Complex
TOOOImm G2C - Government to Citizen
TrO00O MO G2G — Government to Government
0 00D OOI0OOm All TSU Employees and Student Organizations
O000000OTIDOROCOROMOOTOO \ 0 OOROTO MUOOROO

Office of Management Information Systems

1. Technical Service Request Form
1 Original Cop
0000000 DROOOODOmAOC OOROO OO
O00mOTImTOOOO [[[DDDD]]DTD]]DD [jm[m TM ROCODOOmMOOC

1. Submits request | 1. Receives, None 3 minutes Network/
cabling for Acknowledges Computer
network and verifies the Technician
connection for request. Network Unit
the office.

2. Coordinate with | 2. Schedules the None 30 minutes Network/
the network staff request and check Computer
or technician for if there are Technician
the cabling available supplies. Network Unit
activity.

3. Designate or 3. Performs cabling None 3 working days Network/
layout proper activities at the Computer
workstations client’s office / Technician
area and college. Network Unit
coordinate with
technician.

4. Fill up the 4. Get the signed None 5 minutes Network/
Technical form. Computer
Service Request Technician
Form. Network Unit

LI D L]

TOTOOm 00000 D OO0 oo
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The service allows the collection of bio-information via fingerprinting which enables the
registrants to record time and attendance through a biometric system.

AN nnnEal Office of Management Information Systems - Software

O 00O O

TOOOmm
TrO0OO 0000
U 00D OO

O0mOTmTOO0O

Development Unit (OMIS-SDU)

Simple

G2C - Government to Citizen
G2G - Government to Government

at TSU Hotel

O00000@T M OROOOMROMOOTOO ‘

1. Biometrics Registration Log
1 Original Cop

[[[DDDDDDTDDDD%

Office of Management Information Systems

O00oao
ODmom

|

All TSU Employees, Student Athletes, and Student Trainees

0 OOROTOMOOOROO

OROOOOOmMOC

TMO[

OOROOCO

ROODOOOmMOO

1. Get the 1. Provides the None 3 minutes Staff
Biometrics Biometrics Software
Registration Log Registration Log Development
and fill it out to the client. Unit
properly.

2. Give the filled- 2.1 Receives the None 3 minutes Staff
out log to the Biometrics Software
Software Registration Log Development
Development from the client. Unit
Unit. 2.2 Registers the None 10 minutes Staff

fingerprint to the Software
biometrics device. Development
Unit

3. Checks if 3. Instructs the client None 2 minutes Staff
biometrics is to check the Software
successfully biometrics Development
registered. registration. Unit
Note: If
unsuccessfully
registered,
proceed to
Office of
Management
Information
System.

TOTOOO 00000 CETMIT

0O o o o o oo
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The service allows the blocking and unblocking of lost Radio Frequency ldentification
(RFID) to avoid misuse and unblocking of blocked Radio Frequency Identification (RFID).

mEnmEn i nnnEal Office of Management Information Systems - Software
Development Unit (OMIS-SDU)

O OOk 00Oa0 Simple

TOOOmm G2C - Government to Citizen

TrOOOO MO0 G2G — Government to Government

0 0000 OOM0CCI All TSU Employees and Students

O0D0000T M OROOOMROMOOTOO 0 OOROTOMOOOROO

1. Request to Block/Unblock Logbook Office of Management Information Systems
(1 Original Copy)
% 0000000 DROOOODOmAOC DOROODOO
OOmOTWTOODOO | 000000maTm oo O0mom TMOC ROOOOOOMOOC

1. Get the Request | 1. Provides the None 3 minutes Clerk
to Block / Request to Office of
Unblock Block/Unblock Management
Logbook and Fill Logbook to the Information
it out properly. client. Systems

or
Staff
Software
Development
Unit

2. Give the filled - | 2.1 Gets the filled- None 3 minutes Staff
out logbook to out logbook from Software
the Software the client. Development
Unit staff. Unit

2.2 Processes the None 10 minutes Staff
blocking or Software
unblocking of Radio Development
Frequency Unit
Identification (RFID).

3. Receive 3. Notifies the client None 3 minutes Staff
notification once | once done. Software
the request is Development
done. Unit

TOTOOO 00000 CETMITC

0O o o o o o
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The service allows clients to post added content to the university website or update
outdated information to avoid misinformation and confusion.

EninmEa g inmamEe Office of Management Information Systems - Software Development
Unit (OMIS-SDU)

O OO MO0 Highly Technical

T OO0 G2G — Government to Government

TrOOO0OC OO0

0 OO0 OO0 OEC

| All TSU Employees

O00000MTIMOROODOOROMOOTOO

1. Accomplished Request for Website /
Webpage Update Form

TSU-MIS-SF-01 (1 Original Copy)

0 J0OROOUIMOOOROO
Office of Management Information Systems or
download at

https://www.tsu.edu.ph/media/yubbg2dl/tsu-
mis-sf-01-request-website-update-form.docx

OOROOCO
ROODOODOOmMOOO

O00000C OROODOOOmMOC

O0moOTmTOoOOO O0mODC TMOO

DDDD[D[DDT]]]D%

1. Get the Request | 1. Provides the None 3 minutes Clerk
for website / website/webpage Office of
webpage update update form to the Management
form and fill it out client. Information
properly. Systems
or
Staff
Software
Development
Unit
2. Give the filled- 2.1 Receives and None 3 minutes Staff
out form to the checks the Software
Software Unit website / Development
staff including all webpage update Unit
the information to form and the
be information to be
updated/posted posted from the
on the website. It client.
can be sentthru | 2.2 Creates or None 7 working days Staff
email or MS updates the Software
Teams via Website / Development
miso@tsu.edu.ph Webpage. Unit
3. Receives 3. Notifies the client None 3 minutes Staff
notification once once done. Software
the creation or Development
updating is done. Unit
LD CrOoO0
TOTOOm 0OO000 D OO0 mo
Mt
*The total turnaround time varies depending on the website/webpage being created or
updated. []
-
(]
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The service allows clients to request a new Information System to aid in the ease of doing

business, to be developed in-house by the software development unit.

O] (O D MDD O

O OO oD

TOOOmm
TrOOOO MO0

U 000 OO

O00000MTIMOROODOOROMOOTOO
1. Accomplished System / Program
Maintenance and Development Form

(1 Original Copy)

Office of Management Information Systems - Software
Development Unit (OMIS-SDU)

Highly Technical

G2G — Government to Government

| All TSU Employees

O ODOROODUmMOCDOROO
Office of Management Information Systems
or download at
https://www.tsu.edu.ph/media/[dehiaui/tsu-

mis-sf-02-system-program-maintenance-and-

devt-form.docx

1 Original Cop
O0moOTmToOOOO

2. User Evaluation and Feedback Form

O000000moTmoog

O00oao
0Dmom

%

Office of Management Information Systems

OROOOOOmMOC

TIM[[

OOROOCO
ROODOOOOMmMOON

1. Get the 2. Provides the None 3 minutes Clerk
System/Progra System/Program Office of
m Maintenance Maintenance and Management
and Development Form Information
Development to the client. Systems
Form and fill it or
out properly. Staff

Software
Development
Unit

2. Give the filled- | 2.1 Receives and None 3 minutes Staff
out form to the checks the form for Software
Software Unit approval of the Development
staff. MISO Head. And Unit

notifies the client if
the request is
approved.

2.2 Approves or None 1 hour Unit Head
disapproves the Office of
request. Management

Information
Systems

3. Receive 3.1 Notifies client on None 3 minutes Staff
notification on the status of Software
the status of request. Development
request. Unit

3.2 Performs privacy None 2 working days Staff
impact Software
assessment. Development

Unit

3.3 Proceeds with None 180 working Staff
the system days Software
development. Development

Unit

4. Answer the 4. Provides the User None 1 working day Staff
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User Evaluation and Software
Evaluation and Feedback Form. Development
Feedback Unit
Form.
5. Participate in 5. Proceed with the None 2 working days Staff
the training and training and Software
deployment. Deployment. Development
Unit
NN JE RN
TOTOOm 00000 D DOOmDm 00D
M
[]
[]
[]
[]
[]
[]
[]
L]
L]
[]
L]
L]
L]
L]
L]
L]
]
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The service allows the clients to request information coming from the different systems
used by the university to aid decision making.

0 OO0 0D OO0 O

O OO Mo

TOOOmm
TrOOOO 0000

0 00D COJIOC

Office of Management Information Systems - Software
Development Unit (OMIS-SDU)

Highly Technical

G2G — Government to Government

DDD]DT[DT[]D# O00000omaTomoog

| All TSU Employees
000000 TIMOROODOOROMOOTOO ‘

1. Accomplished Request for Data Form
TSU-MIS-SF-11 (1 Original Copy)

0 J0DROTUOIMOOOROO
Office of Management Information Systems,
Microsoft Forms or download at
https://www.tsu.edu.ph/media/lgimolvp/tsu-

mis-sf-11-request-for-data-form.docx
OOO0OdO0C DRODODUmMOC

OOROO DO

OOomomC TIMO ROOOOO00MOOO

1. Get the 1. Provides the form / None 3 minutes Clerk
Request for MS Form link to Office of
data form or the client. Management
the MS Form Information
link and fill it Systems
out properly. or

Staff
Software
Development
Unit

2. Give the 2. Receives and None 3 minutes Staff
filled-out form checks the filled- Software
to the out form from the Development
Software Unit client or open their Unit
staff or submit response on MS
the MS Form Form.

3. Receives the | 3. Provides the None 7 working days Staff
requested requested data Software
data. personally if face Development

to face or thru MS Unit
teams / emalil if
online transaction.
U0 CrOmod
TOTOOO 0ODooo D OO0 mo
Mt

*The total turnaround time varies depending on the report being requested by the client.
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The service allows the clients to request for technical assistance whenever they encounter
a problem when using the different information systems of the university.

minnEn i o JinaEny Office of Management Information Systems - Software
Development Unit (OMIS-SDU)

O 00O O Highly Technical

TOOOmm G2G — Government to Government

TrO0O 00000

RERRSENENNISEN A TSU Employees
O00000MTI OROODOROMOOTOO \ 0 OORODOMIMOOOROO

1. Accomplished Request for Technical | Office of Management Information Systems,
Assistance Form Microsoft Forms or download at
TSU-MIS-SF-84 (1 Original Copy) https://www.tsu.edu.ph/media/fi3e21ej/82-

request-for-technical-assistance.docx
0000d0OC ODROOOODmOLC OOROODOO

DDD]DTD]T[]D# O000ooomoTmooo O0mOmdC TM ROOOOOOmMOO0

1. O0rD ONOWm - | 1. O0r[D OO0 None 3 minutes Staff
Proceed to Provide copy of the Software
Office of Request for Development
Management Technical Unit
Information Assistance form to
Systems and the client.
request for
data form and O [ OO
properly fill out Send the link of the
the required MS Form to the
information. client.

OO0 DD
Send request
for the
Microsoft form
link to receive
the form

and provide
the needed
information.

2. Give the filled- . Receives and None 3 minutes Staff
out form to the checks the filled-out Software
Software Unit form or open their Development
staff or submit response on MS Unit
the MS Form. Form.

3. Receive a . Addresses the None 7 working days Staff
notification if request of the client. Software
there are If there are any Development
clarifications guestions regarding Unit
with the the request, the
request and SDU Personnel will
provide more use MS Teams to
information if communicate with
needed. the client. And notify

the client if there are
clarifications with the
request.

4. Receive a . Notifies the client via None 3 minutes Staff
notification if phone call or MS
the request Teams that the
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has been request has been Software
addressed. addressed. Development
Unit

TOTOO]

EIREEE

U Or0D0dg
D 0m o
Mt

*The total turnaround time varies depending on the report being requested by the client. []

[]
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The service allows the graduates of the university to request their alumni number/s for the
processing of Alumni ID.

Note: Processing of Alumni ID is a multi-stage process. The Office of Alumni Affairs is only
responsible for releasing the Alumni ID number/s.

0 OmOm— 0D (MmO

Office of Alumni Affairs (OAA)
Simple
G2C - Government to Citizen

O OOt O |
T OO0

TrOOOO 0000

U 00D OOJaOC

TSU Alumni

0 DORODITUMUIUOUIRON
Office of Alumni Affairs or download at
https://www.tsu.edu.ph/media/5zudnwl1p/requ

O00000MTIM OROODOROMOOTOO \
1. Accomplished Request for Alumni
Form TSU-AAO-SF-04

(1 Original Copy)

O0DmOTmWTOOOO | O0O000moTmog

est-for-alumni-id.doc

O0ooaoc
ODmmoddC

OROOOODmMOC
TIMI[

OOROO DO
ROOOOOOODOO

1. D0rDOOOR 00 1.1 00O o0 None 5 minutes Staff-in-Charge
EEEEN 00000 Office of Alumni
Tr OO0 TrOO0Ot MO Affairs
Submit the Receives
accomplished submitted
Request for request form.

Alumni ID Form

to Office of OCr 0D OM0ad

Alumni Affairs. TrOO0OO0 MO
Downloads the

OCr D OMmOd form.[]

TrODOO O 1.2 Verifies the None 2 working days

Send identity thru the

accomplished Alumni Database

Request for and inputs the

Alumni ID Form Alumni Number.

via email to

tsualumniassocia

tion@gmail.com.

. O0r OO0 O00 2. Releases Alumni None 10 minutes Staff-in-Charge
00000 Number (via Office of Alumni
Tri o0 email for online Affairs
Receive Alumni and hard copy
Number written for face-to-face
in paper. transaction) and

informs the client
O0r 10 OO to proceed to
TrOO00 MO Business Affairs
Receive Alumni and Auxiliary
Number thru Services Office
email at the 2" Floor
and present the
accomplished
Alumni Form for
the Processing
of Alumni ID.
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The service allows the processing of communications endorsed by the Office of the
University President. This involves the determination of appropriate office and action for
the endorsed communication.

DO Office of the Vice President for Administration (OVPA)

BlRENInE il Simple
T OOOmm

0 OMOIr

TrO Ot OO G2G — Government to Government

REREIEREIEENE Office of the University President
OD00000TIN OROODOROMOOTOO 0 DORODUMOOOROO
1. Endorsement Form (1 Original Copy) The client will provide

2. Attachment/s, if any (1 Photocopy)

OO0o0ooac ]RDDD[DD][% OOROOCO

O0mOTmMTOOOO0 0O00000moToooo

0omomr TMO[ ROOOODOOmOOd
1. Submit the 1.1 Receives and None 5 minutes Staff
requirements reviews the Office of the
to the Office of contents of the Vice President
the Vice endorsement. for
President for Administration
Administration. | 1.2 Receives the None 1 minute Staff
endorsement, if Office of the
found complete Vice President
and correct, for
through the Administration

signing logbook of
the office where
the endorsement
originated from
and records the
endorsement in
the incoming and

outgoing
endorsement
logbook.

1.3 Assigns concerned None 2 working days | Vice President
heads / staff to Office of the
take charge of Vice President
endorsement and for
signs the Administration
endorsement form.

1.4Forwards None 1 hour Staff
endorsement to Office of the
concerned office/s Vice President
and receiving for
office signs the Administration
incoming and
outgoing
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endorsement
logbook.
U OO0
TOTOOO  Coo0o D O e
OIMIIDC OO

* For strict compliance with the Data Privacy Act, only the CCSS Reports of the requestor’s
office and its concerned personnel are allowed to be given.

I e e Y Y Y Oy IO O O
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This allows for the processing of inter-office communications and transactions such as
letter requests, purchase request, work order, job order, payroll, request to serve meals
and Individual Performance Commitment and Review (IPCR) / Department Performance
Commitment and Review (DPCR) / Office Performance Commitment and Review (OPCR).

DO Office of the Vice President for Administration (OVPA)

BIRENINE eIl Simple
T OOOmm

0 OMOIr

TrO Ot OO G2G — Government to Government

RERMEREIERN TSU Colleges, Offices and Units
O000000MTIDORODOROMOOTOO

OO RIROOOOOTIIOTTER
1. Letter (3 Original Copies)

OO RIMDOROCODHRODIOOT
1. Approved Letter (1 Original Copy)

0 OOROTOMOOOROO

The client will provide

The client will provide

2. Approved Project Procurement
Management Plan (PPMP)
(1 Photocopy)
JIMORII DROMRDIR
1. Approved Letter (1 Original Copy)
2. Approved Project Procurement
Management Plan (PPMP)
(1 Photocopy)
3. Approved Purchase Request (PR) and
Requisition and Issue Slip (RIS)
(4 Original Copies)
DRI OMRDIR
1. Approved Letter (1 Original Copy)
DIMDORIMNODROINMIODOOOR
1. Approved Letter (1 Original Copy)
2. Approved Project Procurement
Management Plan (PPMP)
(1 Photocopy)
3. Approved Purchase Request (PR) and
Requisition and Issue Slip (RIS)
(4 Original Copies)
OIDORROCOOOTTOMNORODMOCI I
1. Notice of Meeting (1 Photocop

DDD]DTD]T[]D# O00000moTmoog
1. Submit the

The client will provide

| The client will provide

The client will provide

The client will provide
OOOgror IRHHHTHFDTF‘

OOROODOO
ROODOODOOMMOON
Staff

TMI[
5 minutes

Oomome
None

1.1 Receives and

requirements
to the Office of
the Vice
President for
Administration.

reviews the
contents of the
document/s (e.g.,
Letter, Purchase
Request, Work

Office of the
Vice President
for
Administration
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Order, Job Order,

Payroll/Voucher, and

Request to serve

meal.)

1.2 Receives the None 1 minute Staff
document and signs Office of the
the logbook if found Vice President
complete and for
correct. Administration

1.3 Signs the None 1 working Vice President
document. day Office of the

Vice President
for
Administration

1.4 Forwards None 1 hour Staff
document to Office of the
concerned office/s Vice President
and receiving office for
sign the logbook. Administration

U0 CrOmod
TOTOOm OO0O000 | DOOMOmOOrmO
CIMCt

* For strict compliance with the Data Privacy Act, only the CCSS Reports of the requestor’s
office and its concerned personnel are allowed to be given.
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1. Processing for Assessment of Fees for Other Payors( |

The service allows clients/ other payors to avail assessment of their payment for various
transactions.

O (IMOmr s Accounting Unit (AU)
D MmO
BlRENInE il Simple
G2C - Government to Citizen
G2G — Government to Government
G2B — Government to Business Entity/ies
0 0om oomoom N
DO00000MTIOROODOOMROMOOTOO ‘ 0 DOROMTOMOOORDOO
1. Seminar/Training Fees (Research) The client will provide
(1 Duplicate Copy)
2. Sale of Bidding Documents/Others
Pre-Assessment Slip/ Information
(1 Duplicate Copy)
3. Transfer of funds
Disbursement Voucher
(1 Duplicate Copy)
4. Assessment of consultation fees
(Research)
TSU-URO-SF-72 (1 Original Cop

TOOOmm
TrO0003 OO0

N - - - DDD[D’[[ OROOOOOmMOC OOROOCO
O0mMOTIMTOOOO0 000000MmOTmoo O0mOme TMOC ROOOOO0O0mMOOD

1. Present the 1.1 Opens the None 1 minute Staff
requirement TSU’s System for Accounting Unit
needed for the | Assessment:
particular checks if there’s
transaction at already an
the Accounting | account. Creates
Unit.[] an account if the
O client is no account

(as needed).
1.2 Assesses None 2 minutes Staff
particular fee/s. Accounting Unit

2. Receive 2. Prints and None 2 minutes Staff
Assessment releases Accounting Unit
Slip. assessment slip.

TOTOOm 00000 CIMTC O
L]
L]
L]
L]
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1. Processing for Assessment of Fees for Other Payors( |

The service allows clients/ other payors to avail assessment of their payment for various
transactions.

O (IMOmr s Accounting Unit (AU)
D MmO
BlRENInE il Simple
G2C - Government to Citizen
G2G — Government to Government
G2B — Government to Business Entity/ies
0 0om oomoom N
DO00000MTIOROODOOMROMOOTOO ‘ 0 DOROMTOMOOORDOO
1. Seminar/Training Fees (Research) The client will provide
(1 Duplicate Copy)
2. Sale of Bidding Documents/Others
Pre-Assessment Slip/ Information
(1 Duplicate Copy)
3. Transfer of funds
Disbursement Voucher
(1 Duplicate Copy)
4. Assessment of consultation fees
(Research)
TSU-URO-SF-72 (1 Original Cop

TOOOmm
TrO0003 OO0

N - - - DDD[D’[[ OROOOOOmMOC OOROOCO
O0mMOTIMTOOOO0 000000MmOTmoo O0mOme TMOC ROOOOO0O0mMOOD

1. Present the 1.1 Opens the None 1 minute Staff
requirement TSU’s System for Accounting Unit
needed for the | Assessment:
particular checks if there’s
transaction at already an
the Accounting | account. Creates
Unit.[] an account if the
O client is no account

(as needed).
1.2 Assesses None 2 minutes Staff
particular fee/s. Accounting Unit

2. Receive 2. Prints and None 2 minutes Staff
Assessment releases Accounting Unit
Slip. assessment slip.

TOTOOm 00000 CIMTC O

N Y A A O O R
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2. Processing of Refund of Tuition and Other Fees, Overpayment, (]
Breakage Deposit, and Other Credit Balance(

The service allows students to request refunds for overpayment, breakage deposit, and
other credit balances.

O (MO O Accounting Unit (AU)
D MmO

BRSNS SN Complex
TOOOmm
TrO0003 000

RiRRnnnnIEnIE Qualified TSU Students

D000000TIOROODOOMROMOOTOO 0 O0OROOTOMOOOROO

JIMORROOOODIDOTOT MO ODIN T DR IIOC
1. Official Receipt (1 Original Copy) The client will provide
2. Certificate of Registration
(1 Original Copy)
3. Accomplished Dropping Form
(1 Original Copy)
4. Official Receipt of Revision Fee
(1 Original Copy)[]
5. Client’'s Contact Details / Number(!

DIDORRODOODIN O JORODOMIOTIIODINTHORIIRODT
1. Official Receipt (1 Duplicate Copy) The client will provide

2. Certificate of Registration
(1 Duplicate Copy)
3. Document / Letter as Proof of
Dissolved Subject/s (1 Duplicate Copy)
4. Client’s Contact Details/ Number

DMMORRODOODINOMROOOOOOMDINN DT
1. Student ID (1 Original Copy) The client will provide

2. Client’s Contact Details/ Number

G2C - Government to Citizen

OO0000oC TRDDDTDD*ﬁ OOROODO

O0mOTOTOOOO | 00DOO0O00MmaOTmIm o00cC O0mOmC TMOO ROOOOOOmOOD
1. O0rID 00000 1.1.1 OO O] None 1 working day Staff
ROt ROt Accounting Unit
Send an e-mail Receives the
at email/ request,
acctg@tsu.edu. open Student
ph regarding the | Account in the
request and TSU Enrolment
attach complete System to check
requirements. and verify account
balance/ payments
if eligible for
refund, and prints
the complete
requirements
O received from the
client.
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U OO
OO0 o0
Present the
complete
requirements to
the Accounting
Office.

1.1.2 O0r[ O00mmm
Receives
submitted
requirements and
opens Student
Account in the
TSU Enrolment
System to check
and verify account
balance/ payments
if eligible for
refund.(’

None

1 working day

Staff
Accounting Unit

1.2 Prepares
Obligation Request
Status and
Disbursement
Voucher/ Payroll
and attaches
complete
requirements to be
signed by the
Accounting Unit
Head.

None

3 working days

Staff
Accounting Unit

1.3 Forwards the
prepared
documents to
Budget and
Management Unit.

None

1 working day

Staff
Accounting Unit

TOTOOO0

HINEEN

U Drmoo
DI

* FOR ONLINE REQUEST, all requirements shall be in PDF or JPEG Format
* REFUND is applicable when dropping the entire course within the first month after
enrolment. 15t week — 80% Refund; 2" to 4" week — 50% Refund

O
O
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3. Processing of Request for Re-Assessment/Adjustment of Student Fees,
'and Checking of Student Account Balances!|

The service allows students to request verification of account balance/request for re-
assessment/adjustment of fees and checking of account balance in accordance with the
university policy.

RINLIEREN 3 JINNEEEE A ccounting Unit (AU)
0 MO0 O Simple
TOOOmm
TrOO0OmOm
BERENISNIENNIN TSU Students
000000OTMOROOOMROMOOTOD |
DMICORIOOMOROODOOTO
None None

G2C — Government to Citizen

0 OOROTUMOOOROO

OMMORID OO0 O

1. Printed Pre-Assessment / Pre- The client will provide
Registration Form or TSU Identification
Card (1 Original Copy)(!

O0mOTmTOO0O [[[DDDDDDTDDDD# DDD‘L% USDCOORmE OOROOEE

Oomom TIMO ROOOOO00mmOOG
1. 000 OO0 1.1.1 0 O None 1 working day Staff
RO t1Send ROt Accounting Unit
an E-mail at Checks e-mail
acctg@tsu.edu.p from time to
h with the time and
following details: receive the
000 O request.
Ctod Ot 1.1.2 O CI0Om None 1 minute Staff
Ctodrrtr Receives Accounting Unit
000 O0rm submitted
O00r 0000 requirements
000 O and opens
Oddr Student
Account in the
State the TSU Enrolment
purpose whether System.
to verify account | []
balance or O
request for re- O
assessment / O
adjustment of 0
fees’ schedule of |[
payment. 0
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U0r D OIDHIO
OOOMotmorm
Present the Pre-
Assessment /
Pre-registration
form or ID to the
Accounting
Office.[]

1.2.1 D00 OO
RO (T
Opens Student
Account in TSU
Enrolment
System, checks
account
balance and
reviews for
possible
reassessment/
adjustment of
fees as
requested in
accordance
with the
University
Policy.[!

None

5 minutes

Staff
Accounting Unit

1.2.2 00D O
Checks
account
balance and
reviews for
possible
reassessment/
adjustment of
feesin
accordance
with the
University
policy.[]

None

3 minutes

Staff
Accounting Unit

. D00 OO0

RITTTtICheck
e-mail for
response to
request /
verification.[

U0 D OO
Receive
response to
request.[]

2.1 00D 0mmod
ROt
Responds to
Student’s
Request
verification thru
e-mail.

None

5 minutes

2.2 O0rI0 OI0amam
Responds to
students’
request.[]

None

1 minute

Staff
Accounting Unit

TOTOODMORmII OOmM OO

TOTOOMORD OO0 MM
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This service allows an individual or business entity to claim payment for obligations

thru check.[

U O r
D MmO

Cashiering Unit - Disbursement (CU)

ajinslns e Simple
G2C - Government to Citizen
G2B — Government to Business Entity/ies

TOOOmm
TrOO0O03# MO0

G2G - Government to Government

0 0om oomoom N
DOO000MTIOROOOMROMOOTOD |

0 OOROTOIMOOOROO

1. One (1) Valid ID (1 Original Copy) The client will provide
2. For Authorized Representativel!

a. Authorization or Special Power of

Attorney (SPA) - (1 Original Copy)

b. One (1) Valid ID of Representative

c. One (1) Valid ID of Payee with

Three (3) Specimen Signature

(1 Photocopy)

000000C DROOOODmOLC DOROODOO

O0moTWTOOOO 000000MOTmIm oo O0mOmC TMOO ROOOOOO0MOOC

1. Presentvalid | 1. Checks the None 5 minutes Releasing
ID. If completeness of Officer
transacting as requirements. Cashiering Unit
authorized
representative, Note: If
present the requirements are
needed lacking, terminate
requirements. transaction and

inform the client of
the lacking.

2. Issue an 2. Verifies the None 5 minutes Releasing
Official issued Official Officer
Receipt. Receipt. Cashiering Unit

3. Sign on the 3. Requests for None 5 minutes Releasing
Disbursement client’s signature Officer
Voucher. on the Cashiering Unit

Disbursement
Voucher.

4. Claim check 4. Releases the None 5 minutes Releasing
and tax check and tax Officer
certificate for certificate, if any. Cashiering Unit
suppliers.

TOTOOO 0ODooo CErMCt oo
-
(]
]
]
(]
N
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This service intends to issue an Official Receipt to an individual after paying his/her
outstanding balance to the University.[]

0 MMOmro p _ _
m Cashiering Unit- Collection (CU)

BlRERNE SN Simple
T OO0 .
TrO Ot OO G2C - Government to Citizen

EENRNINRnIRNINEN Existing TSU Students and Alumni

OD00000T M OROOOMROMOOTOO 0 OOROTOMOOOROO

1. Assessment Slip (1 Original Copy) Registrar Office or Business Center or
Accounting Office
2. Valid TSU ID (1 Original Cop The client will provide

0oood
O0mMOTImMTOO0O0 | D0D0000MOTmMOOC  TOomoo jRDDD[*DE[[[ *D;ijjjﬁ N
00O TMOO ROODOOOmMOOC

1. Present the 1.1 Receives the None 1 minute Collecting Staff
Assessment Slip submitted Cashiering Unit
and TSU ID to requirements.
wﬁifashlenng 1.2 Encodes the None 1 minute Collecting Staff

necessary data to Cashiering Unit
the computerized

Collection

System.

2. Pay the 2. Accepts legal Outstan 1 minute Collecting Staff
necessary tender currencies. ding Cashiering Unit
amount. Balance

3. Receive Official | 3. Issues the Official None 1 minute Collecting
Receipt (O.R.) Receipt to the Officer
from Collecting client. Cashiering Unit
Officer

TOTOOm OCOO000d CITMIC T

O o o O O O @O
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This service intends to issue Certificate of Payment upon request of payee to
replace lost Official Receipt.[|

O [ImOmrc iy _ _
m Cashiering Unit — Collection (CU)

BlRERNE SN Simple
TOOOmm
TrO0OOCt OO
EENRuINEnInNINN EXxisting TSU Students and Alumni
D00000mTIORODOMROMOOTOO
1. Affidavit of Lost 1 (Original Copy)
2. Valid TSU ID (1 Original Cop

0000@0C OROCOOOMMMOC OOROOCO
O0mOTmTOOOO | 000000moToo oac O0mOmC TM ROOOO0Om OO0

G2C - Government to Citizen

0 OOROOMIMOOOROO
The client will provide

1. Inform 1. Verifies None 5 minutes Collecting Staff
Collection correctness of the Cashiering Unit
Window the Affidavit of Loss
intent to request and ID Number.
for Certificate of
Payment and
present
pertinent
requirements.

2. Pay the 2.1 Collects the Php 1 minute Collecting Staff
Certification payment. 20.00/ Cashiering Unit
Fee. transacti

on
2.2 Processes, None 3 minutes Collecting Staff
prints and signs Cashiering Unit
the Certificate of
Payment.

3. Receive the 3. Releases the None 1 minute Collecting Staff
Certificate of Certificate of Cashiering Unit
Payment. Payment.

HEEN
O]
TOTOOT] Ll COMICR O
Tri ]
tmoo

*The total turnaround time considers the volume of clients, waiting time, queue and
internet connectivity issues.
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This service allows the university to determine if a student has outstanding balance
prior to clearing and signing of the student clearance. [

U MO r O
D MmO

O OO Mo
TOOOmm
TrO0003 OO0

0 0000 OO

O0000OMTIMORODOMROMOOT OO
1. Student Clearance Form
(1 Original Copy)

Cashiering Unit - Collection (CU)

Simple

G2C - Government to Citizen

TSU Students and Alumni

0 OOROTOMOOOROO

Office of Admission and Registration

1. Present Student
Clearance Form
to the
Cashiering Unit.

2. Valid TSU ID (1 Original Cop
O0mOTmTOOOO | 000000moToo oac

1. Verifies if the
student has an
outstanding
balance.

[

The client will provide
OoooTor

OmomrC
None

DRODOUIOmmOC
TMI[)
1 minute

OOROOOO
ROOODO0O0MMOOCG
Collecting Staff
Cashiering Unit

2. [ €000
N {8 AN Nnnn
O OO
Settle unpaid
balance.

2. M B0
Ootitod o
U HIOOOaO
Informs student of
his / her
outstanding
balance/s, if any.

I ®OOCO
Ot odmor

U OO
Proceed to
000000 oo
O O

Outstan

ding

balance

2 minutes

Collecting Staff
Cashiering Unit

3. Receive duly
signed Student
Clearance.

3. Signs the Student
Clearance after
settling the
outstanding
balance, if any.

None

1 minute

Collecting Staff
Cashiering Unit

TOTOOMORMIMOMOTI T
OO0TOTOODIMOMOOOOOO]

N {5 (NN
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This service allows an individual or business entity to claim payment for obligations

thru check.[

U O r
D MmO

Cashiering Unit - Disbursement (CU)

ajinslns e Simple
G2C - Government to Citizen
G2B — Government to Business Entity/ies

TOOOmm
TrOO0O03# MO0

G2G - Government to Government

0 0om oomoom N
DOO000MTIOROOOMROMOOTOD |

0 OOROTOIMOOOROO

1. One (1) Valid ID (1 Original Copy) The client will provide
2. For Authorized Representativel!

a. Authorization or Special Power of

Attorney (SPA) - (1 Original Copy)

b. One (1) Valid ID of Representative

c. One (1) Valid ID of Payee with

Three (3) Specimen Signature

(1 Photocopy)

000000C DROOOODmOLC DOROODOO

O0moTWTOOOO 000000MOTmIm oo O0mOmC TMOO ROOOOOO0MOOC

1. Presentvalid | 1. Checks the None 5 minutes Releasing
ID. If completeness of Officer
transacting as requirements. Cashiering Unit
authorized
representative, Note: If
present the requirements are
needed lacking, terminate
requirements. transaction and

inform the client of
the lacking.

2. Issue an 2. Verifies the None 5 minutes Releasing
Official issued Official Officer
Receipt. Receipt. Cashiering Unit

3. Sign on the 3. Requests for None 5 minutes Releasing
Disbursement client’s signature Officer
Voucher. on the Cashiering Unit

Disbursement
Voucher.

4. Claim check 4. Releases the None 5 minutes Releasing
and tax check and tax Officer
certificate for certificate, if any. Cashiering Unit
suppliers.

TOTOOO 0ODooo CErMCt oo
-
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This service intends to issue an Official Receipt to an individual after paying his/her
outstanding balance to the University.[]

0 MMOmro p _ _
m Cashiering Unit- Collection (CU)

BlRERNE SN Simple
T OO0 .
TrO Ot OO G2C - Government to Citizen

EENRNINRnIRNINEN Existing TSU Students and Alumni

OD00000T M OROOOMROMOOTOO 0 OOROTOMOOOROO

3. Assessment Slip (1 Original Copy) Registrar Office or Business Center or
Accounting Office
4. Valid TSU ID (1 Original Cop The client will provide

0oood
O0mMOTImMTOO0O0 | D0D0000MOTmMOOC  TOomoo jRDDD[*DE[[[ *D;ijjjﬁ N
00O TMOO ROODOOOmMOOC

1. Present the 1.1 Receives the None 1 minute Collecting Staff
Assessment Slip submitted Cashiering Unit
and TSU ID to requirements.
wﬁifashlenng 1.2 Encodes the None 1 minute Collecting Staff

necessary data to Cashiering Unit
the computerized

Collection

System.

2. Pay the 2. Accepts legal Outstan 1 minute Collecting Staff
necessary tender currencies. ding Cashiering Unit
amount. Balance

3. Receive Official | 3. Issues the Official None 1 minute Collecting
Receipt (O.R.) Receipt to the Officer
from Collecting client. Cashiering Unit
Officer

TOTOOm OCOO000d CITMIC T

O o o O O O @O
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This service intends to issue Certificate of Payment upon request of payee to
replace lost Official Receipt.[|

O [ImOmrc iy _ _
m Cashiering Unit — Collection (CU)

BlRERNE SN Simple
TOOOmm
TrO0OOCt OO
EENRuINEnInNINN EXxisting TSU Students and Alumni
D00000mTIORODOMROMOOTOO
1. Affidavit of Lost 1 (Original Copy)
2. Valid TSU ID (1 Original Cop

0000@0C OROCOOOMMMOC OOROOCO
O0mOTmTOOOO | 000000moToo oac O0mOmC TM ROOOO0Om OO0

G2C - Government to Citizen

0 OOROOMIMOOOROO
The client will provide

1. Inform 1. Verifies None 5 minutes Collecting Staff
Collection correctness of the Cashiering Unit
Window the Affidavit of Loss
intent to request and ID Number.
for Certificate of
Payment and
present
pertinent
requirements.

2. Pay the 2.1 Collects the Php 1 minute Collecting Staff
Certification payment. 20.00/ Cashiering Unit
Fee. transacti

on
2.2 Processes, None 3 minutes Collecting Staff
prints and signs Cashiering Unit
the Certificate of
Payment.

3. Receive the 3. Releases the None 1 minute Collecting Staff
Certificate of Certificate of Cashiering Unit
Payment. Payment.

HEEN
O]
TOTOOT] Ll COMICR O
Tri ]
tmoo

*The total turnaround time considers the volume of clients, waiting time, queue and
internet connectivity issues.
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This service allows the university to determine if a student has outstanding balance
prior to clearing and signing of the student clearance. [

U MO r O
D MmO

O OO Mo
TOOOmm
TrO0003 OO0

0 0000 OO

O0000OMTIMORODOMROMOOT OO
1. Student Clearance Form
(1 Original Copy)

Cashiering Unit - Collection (CU)

Simple

G2C - Government to Citizen

TSU Students and Alumni

0 OOROTOMOOOROO

Office of Admission and Registration

1. Present Student
Clearance Form
to the
Cashiering Unit.

2. Valid TSU ID (1 Original Cop
O0mOTmTOOOO | 000000moToo oac

1. Verifies if the
student has an
outstanding
balance.

ooooaoo
Oomomr

None

The client will provide

DRODOUIOmmOC
TMI[)
1 minute

OOROOOO
ROOODO0O0MMOOCG
Collecting Staff
Cashiering Unit

2. [ €000
N {8 AN Nnnn
O OO
Settle unpaid
balance.

2. M B0
Ootitod o
U HIOOOaO
Informs student of
his / her
outstanding
balance/s, if any.

I ®OOCO
Ot odmor

U OO
Proceed to
000000 oo
O O

Outstan
ding
balance

2 minutes

Collecting Staff
Cashiering Unit

3. Receive duly
signed Student
Clearance.

3. Signs the Student
Clearance after
settling the
outstanding
balance, if any.

None

1 minute

Collecting Staff
Cashiering Unit

TOTOOMORMIMOMOTI T
OO0TOTOODIMOMOOOOOO]

N {5 (NN
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The service allows client to request for Pre-Repair Inspection, Repair, and Other
Services regarding the University’s Facilities Maintenance. Request for various repair
works is necessary to determine the necessity and extent of repair work to be done of
the equipment, facilities or building for repair and to guide the property inspection in
the post-repair inspection in determining if the repair specified in the pre-inspection
report was actually undertaken.

Office of Facilities Development and Management — Facilities

[ O (D MmO

O IDOOImC Mo

TOOOmm
TrOO003 MO0

Maintenance Unit (OFDM — FMU)

Minor Repairs — Simple
Major Repairs — Highly Technical
Job Outs — Highly Technical

G2C- Government to Citizen
G2G- Government to Business Entity/ies
G2G- Government to Government

O00000MTIMOROOOROMOOTOO

BEREISSNIENIINEN TSU Employees, Students, Office Occupants, and Stakeholders.

0 OOROTOMOOOROO

1. Accomplished and Duly Signed Facilities Maintenance Unit or download at
Request for Pre-Repair Inspection / https://www.tsu.edu.ph/media/ackfvepa/sf-01-
Repair and Other Services 02-request-for-pre-repair-rev-02.docx
TSU-FMU-SF-01 (2 Original Copies)

2. If there is no available material/s, The client will provide
(For Internal Clients Only)

Request for Funding through Letter
addressed to the University President
1 Original Cop
_ _ - S 0000000 OROODOOIOC OOROOOO
O0mOTOTOOOO | 00DOO0O00MmaOTmIm o00cC O0mOmO TMOO ROOOOOO0MmOOC

1. Submit the 1.1 Receives, None 2 minutes Clerk
Accomplished records, and Facilities
and Duly Signed documents the Maintenance
requirement/s to submitted Unit
the Facilities document. [I
Maintenance 1.2 Forwards the None 3 minutes Clerk
Unit. submitted Facilities

documents to the Maintenance
Unit Head. Unit

1.3 Assigns None 30 minutes Unit Head
Maintenance Staff Facilities
to conduct a pre- Maintenance
repair inspection Unit
to determine the
repair to be done.

1.4 Conducts pre- None 1 hour Maintenance
repair inspection Staff
to determine the Facilities
damage and Maintenance
materials needed. Unit

2. Receives 2.1 Discusses the None 15 minutes Unit Head
notification or e- final evaluation of Facilities
mail for the request for Maintenance
evaluation of pre-repair. Unit

118


https://www.tsu.edu.ph/media/ackfvepa/sf-01-02-request-for-pre-repair-rev-02.docx
https://www.tsu.edu.ph/media/ackfvepa/sf-01-02-request-for-pre-repair-rev-02.docx

pre-repair 2.2 Forwards the None 15 minutes Maintenance
request. Return Notice for Staff
Repair Form as Facilities
notification to the Maintenance
request for repair. Unit
. Receives the 3.1 [t (*OrMT  None 30 minutes Clerk
notification if Cr JINOOmmOmd Facilities
there are Prepares Maintenance
available Requisition and Unit
materials or Issuance Slip
none, or Return then, forwards to
Notice of Repair the Supply and
if the repair is Property
for Job Ouit. Management Unit
for Approval.
Note: If the O
client receives O0r MO0 Tk O
Notice of r Tt Cd 0 Cr
Repair, submits O OmOCmmomd Unit Head
the Request for 0 [t O [00m0o Facilities
Funding through Prepares Return Maintenance
Letter Notice of Repair, Unit
addressed to Purchase
the University Request, and
President to the Requisition and
Office of the Issuance Slip or
University Job Order.
President for 3.2 (*CrMT0  None 20 minutes Maintenance
approval. Cr JMOOMmomo Staff
Prepares all the Facilities
Materials needed. Maintenance
O Unit
O0rDO000 (O
ROt d T Crr ] Clerk
01 OO0 OO e Facilities
Mt Maintenance
Forwards the Unit
approved Request
for Funding
Purchase
Request, and
Requisition and
Issuance Slip or
Job Order to the
Procurement
Office.
3.3 Conducts the None MIIOrROOCIFT]  Maintenance
repair.’] 1 hour Staff
Facilities
MO ROCCIRC: Maintenance
7 working days Unit

119




. Fill-Out the 4.1 Once the repair None 10 minutes Maintenance
Customer is completed, Staff
Feedback Form requests client to Facilities
and signs fill-out the Maintenance
accomplishment Customer Unit
form if the Feedback Form
request pre- and signs
repair is accomplishment
completed. form.

4.2 D0 OO (R None 30 minutes Unit Head
ROt dm Dl Facilities
Prepares the post Maintenance
Repair Inspection Unit
Report Form and
forward to Staff
Technical Facilities
Working Maintenance
Committee to Unit
conduct of post
repair Inspection.

4.2 D00 R None 15 minutes Maintenance
ROt d I Cr) Staff
Collects excess Facilities
unused materials Maintenance
will return to Unit
Office of Facilities
Development and
Management
stock room for
safekeeping.[]

4.4 Fills out the None 10 minutes Maintenance
accomplishment Staff
report of Facilities
completed/ Maintenance
finished tasked. Unit

4.5 Records, None 20 minutes Clerk
encodes and Facilities
photocopies each Maintenance
of the Unit
accomplished
project for
documentation
Purposes.

TOTODMDTOORDIDM OO MO D OO 000 (I I CIOT0 (T
MOTORIDOTIMIN ORRODORO Mt
TOTOOODTOOROMDIM OO MO OO0 000 DDHDFED]?['.D?]EEI'HD[
MOTORIDOMIMO OO RIR DI RO STM Tt
TOTOOMITOORODOIRIDMC R 000 LI G IO [
OOT Mt

Note: The repair is for Job Out if the requested repair is not within the scope of expertise
of the Maintenance Staff.
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Note: For Job Out requests, the Facilities Maintenance Unit is only responsible for the
submission of requirements to the TSU Procurement Office. In addition, the request is
covered by Republic Act 9184, the Government Procurement Reform Act, under the
Procurement Office. The timeliness of delivery of service by the Procurement Office
depends on the processing time declared in their Citizen’s Charter.
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The service allows client to request for Pre-Repair Inspection, Repair, and Other
Services regarding the University’s Facilities Maintenance. Request for various repair
works is necessary to determine the necessity and extent of repair work to be done of
the equipment, facilities or building for repair and to guide the property inspection in
the post-repair inspection in determining if the repair specified in the pre-inspection
report was actually undertaken.

Office of Facilities Development and Management — Facilities

<hLE [

B L
‘ @

{.‘}\7%

EVFTECY

[ O (D MmO

O IDOOImC Mo

TOOOmm
TrOO003 MO0

Maintenance Unit (OFDM — FMU)

Minor Repairs — Simple
Major Repairs — Highly Technical
Job Outs — Highly Technical

G2C- Government to Citizen
G2G- Government to Business Entity/ies
G2G- Government to Government

O00000MTIMOROOOROMOOTOO

BEREISSNIENIINEN TSU Employees, Students, Office Occupants, and Stakeholders.

0 OOROTOMOOOROO

1. Accomplished and Duly Signed Facilities Maintenance Unit or download at
Request for Pre-Repair Inspection / https://www.tsu.edu.ph/media/ackfvepa/sf-01-
Repair and Other Services 02-request-for-pre-repair-rev-02.docx
TSU-FMU-SF-01 (2 Original Copies)

2. If there is no available material/s, The client will provide
(For Internal Clients Only)

Request for Funding through Letter

addressed to the University President

1 Original Cop
_ _ - S 0000000 OROODOOIOC OOROOOO
O0mOTOTOOOO | 00DOO0O00MmaOTmIm o00cC O0mOmO TMOO ROOOOOO0MmOOC

1. Submit the 1.1 Receives, None 2 minutes Clerk
Accomplished records, and Facilities
and Duly Signed documents the Maintenance
requirement/s to submitted Unit
the Facilities document. [I
Maintenance 1.2 Forwards the None 3 minutes Clerk
Unit. submitted Facilities

documents to the Maintenance
Unit Head. Unit

1.3 Assigns None 30 minutes Unit Head
Maintenance Staff Facilities
to conduct a pre- Maintenance
repair inspection Unit
to determine the
repair to be done.

1.4 Conducts pre- None 1 hour Maintenance
repair inspection Staff
to determine the Facilities
damage and Maintenance
materials needed. Unit

2. Receives 2.1 Discusses the None 15 minutes Unit Head
notification or e- final evaluation of Facilities
mail for the request for Maintenance
evaluation of pre-repair. Unit

123


https://www.tsu.edu.ph/media/ackfvepa/sf-01-02-request-for-pre-repair-rev-02.docx
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pre-repair 2.2 Forwards the None 15 minutes Maintenance
request. Return Notice for Staff
Repair Form as Facilities
notification to the Maintenance
request for repair. Unit
. Receives the 3.1 [t (*OrMT  None 30 minutes Clerk
notification if Cr JINOOmmOmd Facilities
there are Prepares Maintenance
available Requisition and Unit
materials or Issuance Slip
none, or Return then, forwards to
Notice of Repair the Supply and
if the repair is Property
for Job Ouit. Management Unit
for Approval.
Note: If the O
client receives O0r MO0 Tk O
Notice of r Tt Cd 0 Cr
Repair, submits O OmOCmmomd Unit Head
the Request for 0 [t O [00m0o Facilities
Funding through Prepares Return Maintenance
Letter Notice of Repair, Unit
addressed to Purchase
the University Request, and
President to the Requisition and
Office of the Issuance Slip or
University Job Order.
President for 3.2 (*CrMT0  None 20 minutes Maintenance
approval. Cr JMOOMmomo Staff
Prepares all the Facilities
Materials needed. Maintenance
O Unit
O0rDO000 (O
ROt d T Crr ] Clerk
01 OO0 OO e Facilities
Mt Maintenance
Forwards the Unit
approved Request
for Funding
Purchase
Request, and
Requisition and
Issuance Slip or
Job Order to the
Procurement
Office.
3.3 Conducts the None MIIOrROOCIFT]  Maintenance
repair.’] 1 hour Staff
Facilities
MO ROCCIRC: Maintenance
7 working days Unit
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. Fill-Out the 4.1 Once the repair None 10 minutes Maintenance
Customer is completed, Staff
Feedback Form requests client to Facilities
and signs fill-out the Maintenance
accomplishment Customer Unit
form if the Feedback Form
request pre- and signs
repair is accomplishment
completed. form.

4.2 D0 OO (R None 30 minutes Unit Head
ROt dm Dl Facilities
Prepares the post Maintenance
Repair Inspection Unit
Report Form and
forward to Staff
Technical Facilities
Working Maintenance
Committee to Unit
conduct of post
repair Inspection.

4.2 D00 R None 15 minutes Maintenance
ROt d I Cr) Staff
Collects excess Facilities
unused materials Maintenance
will return to Unit
Office of Facilities
Development and
Management
stock room for
safekeeping.[]

4.4 Fills out the None 10 minutes Maintenance
accomplishment Staff
report of Facilities
completed/ Maintenance
finished tasked. Unit

4.5 Records, None 20 minutes Clerk
encodes and Facilities
photocopies each Maintenance
of the Unit
accomplished
project for
documentation
Purposes.

TOTODMDTOORDIDM OO MO D OO 000 (I I CIOT0 (T
MOTORIDOTIMIN ORRODORO Mt
TOTOOODTOOROMDIM OO MO OO0 000 DDHDFED]?['.D?]EEI'HD[
MOTORIDOMIMO OO RIR DI RO STM Tt
TOTOOMITOORODOIRIDMC R 000 LI G IO [
OOT Mt

Note: The repair is for Job Out if the requested repair is not within the scope of expertise
of the Maintenance Staff.
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Note: For Job Out requests, the Facilities Maintenance Unit is only responsible for the
submission of requirements to the TSU Procurement Office. In addition, the request is
covered by Republic Act 9184, the Government Procurement Reform Act, under the
Procurement Office. The timeliness of delivery of service by the Procurement Office
depends on the processing time declared in their Citizen’s Charter.
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Janitorial and Grounds Services Unit

Internal Services
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1. Processing of Request for Janitorial Services

This service allows TSU students and personnel to avail the janitorial services of the
university to maintain the cleanliness and hygiene of TSU facilities, offices, units and
colleges.

Office or Facilities Development and Management Office —Janitorial and

Division: Ground Services Unit (FDMO-JGSU)

Classification: Simple

Type of G2C - Government to Citizen

Transaction: G2G - Government to Government

WLEEUEVEVCIIHEE TSU Students and Personnel
CHECKLIST OF REQUIREMENTS | WHERE TO SECURE

None None

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

1. Send request 1. Evaluates the None 20 minutes Unit Head
for janitorial request and sets Janitorial and
services via schedule for the Ground Services
phone call date and time of Unit
(local number: the manpower
606-8158) or availability.
message
csubiate@tsu.e Note: Manpower
du.ph. request will be

subject for the
approval by the
Facilities
Development and
Management

Office Director /
Vice President for
Administration
and Finance
because of paid

overtime, if
necessary.

2. Receive 2.1 Notifies client via None 15 minutes Clerk
notification and phone call for the or
confirm the scheduled Unit Head
schedule of manpower Janitorial and
deployment. request prior to Ground Services

the deployment of Unit

Janitorial and
Ground Services
Unit Personnel.

2.2 Proceeds with None 15 minutes Cleaning
the assigned Personnel
task/s Janitorial and

Ground Services
Unit

2.3 Segregates and None 5 minutes Cleaning
disposes waste Personnel
per offices and Janitorial and
classrooms. Ground Services

Unit
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2.4 Transports all None 20 minutes Cleaning
collected Personnel
recyclable/ non- Janitorial and
recyclable waste Ground Services
and hazardous Unit
waste to waste
storage area.
3. Rate the quality | 3. Instructs client to None 15 minutes Cleaning
of service fill out Customer Personnel
rendered by Satisfaction Form Janitorial and
filling out the and files the Ground Services
Customer records for the Unit
Satisfaction Accomplished
Form. task on the
cleaning checklist.
TOTAL:| None | 1Hour&30
Minutes
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The service allows clients to request the use of different facilities of the University for

various purposes.

Office or Division:[!

Business Affairs & Auxiliary Services Office (BAASO)

Classification:[]

Simple

G2C - Government to Citizen
G2G - Government to Government

Type of
Transaction:(

Offices and Units of the University
Government Agencies
Non-Government Organizations
CHECKLIST OF REQUIREMENTS |
1. Request Letter Approved by the
University President (1 Original Copy)

Who may avail:[!

The client will provide

Student Organizations Recognized by the University

WHERE TO SECURE!

2. Endorsement from the University
President (1 Duplicate Copy)

CLIENT STEPS[/| AGENCY ACTIONS[!

FEES TO PROCESSING
TIME[D

- BE PAID[

Office of the University President

PERSON

RESPONSIBLE

1. Presentthe | 1.1 Receives and None 2 minutes Clerk
Request letter verifies the Business Affairs
approved by documents and Auxiliary
the TSU presented. Services Office
President or 1.2 Checks the None 3 minutes Clerk
Endorsement availability of the Business Affairs
from the TSU facility requested and Auxiliary
President and and prepares the Services Office
request for the Application Form
assessment and Assessment of
for the rental if Fees (if rental is
any. applicable).

2. Proceed to the | 2. Receives and Rental 5 minutes Staff
cashier for processes the Fees Cashiering Unit
payment. payment. may vary

(See
rental
matrix
below)

3. Submit the 3.1 Receives the None 1 minute Clerk
signed signed Application Business Affairs
Application Form and Official and Auxiliary
Form and Receipt. Services Office
present 3.2 Records the None 1 minute Clerk
Official transaction in the Business Affairs
Receipt. LogBook. and Auxiliary

Services Office
3.3 Issues a copy of None 1 minute Clerk
the approved Business Affairs
Application Form and Auxiliary
to the customer/ Services Office
applicant.
3.4 Forwards the None 3 minutes Clerk
filled-out
Application Form
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to the Office of Business Affairs
Civil Security Unit and Auxiliary
(for their copy) Services Office

Rate of

the
TOTAL: | Facilities 16 Minutes
Being
Rented

RATES OF RENTAL OF FACILITIEST!

FACILITIES[]

RATES ]

TSU GYMNASIUM

PHP 5,000.00 for the FIRST TWO HOURS & PHP 1,500.00 per
Hour THEREAFTER

AVR MAIN, CET
AVR AND BAASO
AVR

PHP 3,000.00 for the FIRST THREE HOURS & PHP 400.00 per
Hour THEREAFTER

VIP LOUNGE &
ALUMNI CENTER

PHP 3,000.00 for the FIRST THREE HOURS & PHP 400.00 per
Hour THEREAFTER

a. Aircon: PHP 700.00 for the FIRST TWO HOURS & PHP 300.00

CLASSROOMS per Hour THEREAFTER
b. Non — Aircon: PHP 150.00 per Hour
LED PHP 9,900.00 per Hour & PHP 2.75 per Second

LUCINDA CAMPUS
COVERED COURT

a. With Electricity: PHP 2, 500.00 per Day
b. Without Electricity: PHP 1, 500.00 per Day

PROMOTIONAL
ACTIVITIES

a. With Electricity: PHP 1,000.00 per Day
b. Without Electricity: PHP 300.00 per Day
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2. Digital Studio RFID Processing — For Alumni IDs ||

The service allows alumni of the University to secure Alumni Identification (ID) Card.[

0] {[L- X I JJVIEI[) HEll Business Affairs & Auxiliary Services Office (BAASO)
Classification:[] Simple
Type of . G2C - Government to Citizen
Transaction:[]
Who may avail: [ Alumni
CHECKLIST OF REQUIREMENTS | | WHERE TO SECURE!’
1. Alumni ID Number (1 Original Copy) Alumni Affairs Office
2. Official Receipt (1 Original Copy) Cashiering Unit
. FEES TO PROCESSING PERSON
CLIENT STEPS] AGENCY ACTIONS BE PAID TIME | RESPONSIBLE -
1. Present alumni | 1.1 Receives and None 3 minutes Clerk
ID Number verifies the Digital Studio —
given by the information on Business Affairs
Alumni Office. the log sheet and and Auxiliary
forms provided. Services Office
1.2 Calls the client None 10 minutes Clerk
next in line and Digital Studio —
take a photo for Business Affairs
the ID. and Auxiliary
Services Office
1.3Processes the None 5 minutes Clerk
Alumni ID for Digital Studio —
releasing. Business Affairs
and Auxiliary
Services Office
2. Receive the 2. Releases the None 2 minutes Clerk
Alumni ID. Alumni ID. Digital Studio —
Business Affairs
and Auxiliary
Services Office
TOTAL:[| Nonel! 20 Minutes[]

Note: The total turnaround time considers the volume of the clients availing the service,
waiting time, queue and connectivity state of the system.

L]
L] []
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The service allows clients to request the use of different facilities of the University for

various purposes.

Office or Division:[!

Business Affairs & Auxiliary Services Office (BAASO)

Classification:[]

Simple

G2C - Government to Citizen
G2G - Government to Government

Type of
Transaction:(

Offices and Units of the University
Government Agencies
Non-Government Organizations
CHECKLIST OF REQUIREMENTS |
1. Request Letter Approved by the
University President (1 Original Copy)

Who may avail:[!

The client will provide

Student Organizations Recognized by the University

WHERE TO SECURE!

2. Endorsement from the University
President (1 Duplicate Copy)

CLIENT STEPS[/| AGENCY ACTIONS[!

FEES TO PROCESSING
TIME[D

- BE PAID[

Office of the University President

PERSON

RESPONSIBLE

1. Presentthe | 1.1 Receives and None 2 minutes Clerk
Request letter verifies the Business Affairs
approved by documents and Auxiliary
the TSU presented. Services Office
President or 1.2 Checks the None 3 minutes Clerk
Endorsement availability of the Business Affairs
from the TSU facility requested and Auxiliary
President and and prepares the Services Office
request for the Application Form
assessment and Assessment of
for the rental if Fees (if rental is
any. applicable).

2. Proceed to the | 2. Receives and Rental 5 minutes Staff
cashier for processes the Fees Cashiering Unit
payment. payment. may vary

(See
rental
matrix
below)

3. Submit the 3.1 Receives the None 1 minute Clerk
signed signed Application Business Affairs
Application Form and Official and Auxiliary
Form and Receipt. Services Office
present 3.2 Records the None 1 minute Clerk
Official transaction in the Business Affairs
Receipt. LogBook. and Auxiliary

Services Office
3.3 Issues a copy of None 1 minute Clerk
the approved Business Affairs
Application Form and Auxiliary
to the customer/ Services Office
applicant.
3.4 Forwards the None 3 minutes Clerk
filled-out
Application Form
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to the Office of Business Affairs
Civil Security Unit and Auxiliary
(for their copy) Services Office

Rate of

the
TOTAL: | Facilities 16 Minutes
Being
Rented

RATES OF RENTAL OF FACILITIEST!

FACILITIES[]

RATES ]

TSU GYMNASIUM

PHP 5,000.00 for the FIRST TWO HOURS & PHP 1,500.00 per
Hour THEREAFTER

AVR MAIN, CET
AVR AND BAASO
AVR

PHP 3,000.00 for the FIRST THREE HOURS & PHP 400.00 per
Hour THEREAFTER

VIP LOUNGE &
ALUMNI CENTER

PHP 3,000.00 for the FIRST THREE HOURS & PHP 400.00 per
Hour THEREAFTER

a. Aircon: PHP 700.00 for the FIRST TWO HOURS & PHP 300.00

CLASSROOMS per Hour THEREAFTER
b. Non — Aircon: PHP 150.00 per Hour
LED PHP 9,900.00 per Hour & PHP 2.75 per Second

LUCINDA CAMPUS
COVERED COURT

a. With Electricity: PHP 2, 500.00 per Day
b. Without Electricity: PHP 1, 500.00 per Day

PROMOTIONAL a. With Electricity: PHP 1,000.00 per Day
ACTIVITIES b. Without Electricity: PHP 300.00 per Day
O
O
U
U
O
O
U
U
0
U
U
0
0
U
U
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2. Processing of Application for Vehicle Gate Pass(’

The service allows clients to apply for vehicle gate pass for them to park their vehicles
inside the university premises. [

Office or
Division:[]
Classification:[]

Type of

Business Affairs & Auxiliary Services Office (BAASO)

Simple
G2C - Government to Citizen
Transaction:( G2G - Government to Government

WLHTELEVEVCIHEE TSU Students and Employees

CHECKLIST OF REQUIREMENTS || |

WHERE TO SECURE!

1. Accomplished Application Form Business Affairs & Auxiliary Services Office
(1 Original Copy) (BAASO)

2. Certificate of Registration of Vehicle The client will provide
(1 Photocopy)

3. Valid Official Receipt Registration of The client will provide
Vehicle (1 Photocopy)

4. Valid Driver’s License The client will provide
(1 Photocopy)

5. TSU ID (1 Photocopy) The client will provide

6. For Officially Enrolled Students — The client will provide
Certificate of Registration

(1 Photocopy)
AGENCY FEES TO PROCESSING PERSON
SEIET S ACTIONS ] BE PAID TIME( RESPONSIBLE!’

1. Present and 1. Receives, None 30 minutes Clerk
submit all verifies, and Business Affairs
requirements. ensure validity and Auxiliary

and Services Office
completeness of

submitted

documents.

2. Receives . Issues None 3 minutes Clerk
assessment assessment form Business Affairs
form. reflecting the and Auxiliary

fees to settle. Services Office

3. Proceed to the . Receives £100.00 Staff
Cashiering Unit payment and 1 hour Cashiering Unit
and pay the issues Official
assessed fee. Receipt.

4. Proceed to the . Receives and None 1 minute Clerk
Business Affairs verifies the OR Business Affairs
& Auxiliary and issues the and Auxiliary
Services Office gate pass. Services Office
and present the
OR.

TOTAL:[| P132I',00 1 Hour & 34
Vehiclel Minutes!(!
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3. Processing of Request for ID and Re-ID (Lost ID and Worn-Out) [

The service allows clients to request re-issuance of ID due to lost and/ or worn-out
university identification cards. [

oLl R B L L iR Business Affairs & Auxiliary Services Office (BAASO)

Classification: [

| Simple

Type of
Transaction:(

G2C - Government to Citizen
G2G - Government to Government

Who may avail:[!

Faculty & Personnel of the University
Students

CHECKLIST OF REQUIREMENTS[| |

A. FOR EMPLOYEES

WHERE TO SECURE/]

(1 Original Copy)

1. For Issuance of New ID — Request
Slip for Identification (ID) Card

Human Resource Development and
Management Office

(1 Original Copy)

2. For Request for Re-ID — Charge Slip

Business Affairs and Auxiliary Services Office

B. FOR STUDENTS (Lost ID)

1. Affidavit of Loss (1 Original Copy)

The client will provide

2. Official Receipt of P
(1 Original Copy)

ayment for Re-ID

Cashiering Unit

C. WORN-OUT OR DAMAGED ID

(1 Original Copy)

1. Official Receipt of Payment for Re-ID

Cashiering Unit

2. Certificate of Regist
(1 Photocopy)

ration

1 Original Cop
CLIENT STEPS[]

1. For Employees [
(New ID): [
Present Request
Slip for ID.

For Employees (]
(Re-ID): 1]

Present Charge
Slip to Business
Affairs and
Auxiliary

Services Office.

For Students [
(Lost ID):[!
Present pertinent
requirements to
Business Affairs
and Auxiliary
Services Office
and secure
Assessment
Form.

3. Worn-Out or Damaged ID

AGENCY ACTIONS[]

1. For Employees (]
(New ID): 1
Receives and
verifies Request
Slip.

For Employees [
(Re-ID): 1]
Receives and
verifies charge
slip.

]
For Students [
(Lost ID): [

1.1 Checks and
verifies submitted
requirements.

1.2 Issues
Assessment Form
for the fees to
settle.

The client will provide

FEES TO PROCESSING PERSON

BE PAIDC TIME[ RESPONSIBLEJ
None 5 minutes Clerk
Digital Studio —
Business Affairs
and Auxiliary
Services Office
PHP 5 minutes
160.00
Clerk
None 2 minutes Digital Studio —
Business Affairs
and Auxiliary
Services Office
None 3 minutes
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Identification
(RFID) Card, to
Business Affairs
and Auxiliary
Services Office.

Identification
(RFID) Card.

(@]
3
%
«
Note: Student
must report lost
ID to Students
Affairs and
Services.
For Worn-Out / For Worn-Out / PHP 5 minutes Staff
Damaged ID: Damaged ID: 160.00 Cashiering Unit
Settle fee Process payment
charged for re-ID for re-ID.
at Cashiering
Unit.

. For Employees (] 2. For Employees (] None 30 minutes Clerk
(New ID & Re-[] (New ID & Re-[] Digital Studio —
ID):(] ID): (] Business Affairs
Proceed to Takes photo for and Auxiliary
Digital Studio for Radio Frequency Services Office
the processing of Identification
Radio Frequency (RFID) Card and
Identification processes new
(RFID) Card. Radio Frequency

Identification

(RFID) Card.[!
For Students [ For Students [ PHP 10 minutes Cashiering Staff
(Lost ID):[C (Lost ID): [0 260.00 Cashiering Unit
Proceed to the Processes the
Cashiering Unit payment and
and pay for the issues Official
required fee. Receipt.
For Worn-Out / For Worn-Out / None 5 minutes Clerk
Damaged ID: Damaged ID: Digital Studio —
Present and Receives and Business Affairs
submit all verifies submitted and Auxiliary
pertinent requirements and Services Office
requirements, assesses old
including old Radio Frequency
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3. For Employees (| 3. For Employees [ None 10 minutes Clerk

(New ID & Re-[] (New ID & Re-[] Digital Studio —
ID): ] ID):[] Business Affairs
Receive Radio Releases Radio and Auxiliary
Frequency Frequency Services Office
Identification Identification
(RFID) Card and (RFID) Card.
fill out the log
sheet.
For Students [ For Students [ None 5 minutes Clerk
(Lost ID):[0 (Lost ID): [0 Digital Studio —
Proceed to Receives and Business Affairs
Business Affairs verifies submitted and Auxiliary
and Auxiliary documents. Services Office
Services Office
and present
Official Receipt
with other
pertinent
documents.
For Worn-Out / For Worn-Out / None 30 minutes Clerk
Damaged ID: Damaged ID: Digital Studio —
Proceed to Takes photo for Business Affairs
Digital Studio for Radio Frequency and Auxiliary
the processing of Identification Services Office
Radio Frequency (RFID) Card and
Identification processes new
(RFID) Card. Radio Frequency

Identification

(RFID) Card.

. For Students [ . For Students 1] None 30 minutes Clerk
(Lost ID):[C (Lost ID): [0 Digital Studio —
Proceed to Takes photo for Business Affairs
Digital Studio for Radio Frequency and Auxiliary
the processing of Identification Services Office
Radio Frequency (RFID) Card and
Identification processes new
(RFID) Card. Radio Frequency

Identification
(RFID) Card.
For Worn-Out / For Worn-Out / None 10 minutes
Damaged ID: Damaged ID:
Receive Radio Releases Radio
Frequency Frequency
Identification Identification
(RFID) Card and (RFID) Card.
fill out the log
sheet.

. For Students [ . For Students [ None 10 minutes Clerk
(Lost ID):[! (Lost ID): [ Digital Studio —
Receive Radio Releases Radio Business Affairs
Frequency Frequency and Auxiliary
Identification Services Office
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(RFID) Card and Identification
fill out the log (RFID) Card.
sheet.
TOTAL FOR EMPLOYEE REQUESTING PHP 45 Minutes |
FOR NEW IDENTIFICATION (ID) CARD:[|] 260.00(!
TOTAL FOR EMPLOYEE REQUESTING PHP 45 Minutes |
FOR RE-IDENTIFICATION (ID) CARD:[| 160.00(!
TOTAL FOR STUDENTS REQUESTING PHP 1 Hour.|
FOR NEW IDENTIFICATION (ID) CARD:[| 260.00(!
TOTAL FOR CLIENT WITH WORN-OUT / PHP 50 Minutes. |
DAMAGED IDENTIFICATION (ID) CARD:[| 160.00(!

Note: The total turnaround time considers the volume of the clients availing the service,
waiting time, queue and connectivity state of the system.
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The service allows retrieval or acquisition of documents archived and documented by the
office for the benefit of the concerned personnel or for any legal purposes it may be used.

RINIARNN 31 » JIMAEEN Human Resource Development and Management Office (HRDMO)

O OOk DO Complex

TOOOm G2C - Government to Citizen
TrDOOC OO0

| Current and Former University Personnel
000000 TIMOROODOOROMOOTOO ‘

U 000 OO

O0DmMOTITOOOO | 00O0000MmOTmog

1. Submit the
request letter with
attachments, if
any, to the Human
Resource
Development and
Management

000000 DROODDOmNOI
0omomO TM[[)
1.1 Receives the None 1 minute
submitted

document/s.

0 OOROTOMOOOROO

1. Request Letter with Attachment/s, if any | The client will provide
(1 Original Copy)

ROOOODOOODOON

ODOROOCO

Messenger
Human
Resource
Development
and
Management
Office

Office. 1.2 Verifies
submitted

document/s.

None 1 minute

Concerned Unit
Head
Human
Resource
Development
and
Management
Office

1.3 Informs the None 1 minute
client about the
release date of
the requested

document.

Messenger
Human
Resource
Development
and
Management
Office

1.4 Prepares the None
requested

personnel-related
documents and/or

reports.

4 working days

Staff
Human
Resource
Development
and
Management
Office

or

Concerned Unit
Head
Human
Resource
Development
and
Management
Office

2. Receive the 2. Releases the None 2 minutes

Messenger
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requested requested Human
document and/or document/s and/or Resource
report. reports. Development
and
Management
Office
U0 Or0I0O0
TOTOOO U UoOd DO
Mt
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The service allows retrieval or acquisition of documents archived and documented by the
office for the benefit of the concerned personnel or for any legal purposes it may be used.

RINIARNN 31 » JIMAEEN Human Resource Development and Management Office (HRDMO)

O OOk DO Complex

TOOOm G2C - Government to Citizen
TrDOOC OO0

| Current and Former University Personnel
000000 TIMOROODOOROMOOTOO ‘

U 000 OO

O0DmMOTITOOOO | 00O0000MmOTmog

1. Submit the
request letter with
attachments, if
any, to the Human
Resource
Development and
Management

000000 DROODDOmNOI
0omomO TM[[)
1.1 Receives the None 1 minute
submitted

document/s.

0 OOROTOMOOOROO

1. Request Letter with Attachment/s, if any | The client will provide
(1 Original Copy)

ROOOODOOODOON

ODOROOCO

Messenger
Human
Resource
Development
and
Management
Office

Office. 1.2 Verifies
submitted

document/s.

None 1 minute

Concerned Unit
Head
Human
Resource
Development
and
Management
Office

1.3 Informs the None 1 minute
client about the
release date of
the requested

document.

Messenger
Human
Resource
Development
and
Management
Office

1.4 Prepares the None
requested

personnel-related
documents and/or

reports.

4 working days

Staff
Human
Resource
Development
and
Management
Office

or

Concerned Unit
Head
Human
Resource
Development
and
Management
Office

2. Receive the 2. Releases the None 2 minutes

Messenger
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requested requested Human
document and/or document/s and/or Resource
report. reports. Development
and
Management
Office
U0 Or0I0O0
TOTOOO U UoOd DO
Mt
[]
[]
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This service allows TSU employees to file cases and complaint arising in the workplace

following due process and procedures.]

RN g inninmuee Human Resource Development and Management Office - Training
and Organizational Development Unit (HRDMO-TODU)

O OO0 MO0 Simple

TOOOmm
TrO0003 OO0

G2G — Government to Government

0 000D 00000 All TSU Employees
O00000MTIMOROODOOROMOOTOO
1. Letter in Writing and Made Under Oath
That Includes the Following Details
(1 Original Copy or 1 Duplicate):
Full name of complainant
Address of complainant
Full name of respondent
Address of respondent
Position
Designation

-0 Q00T

0 OORODOMIMOOOROO
The client will provide

2. Narrative Report Containing the Acts or
Omissions Allegedly Committed by the
Employee (1 Original Copy or 1
Duplicate)

The client will provide

3. Certified True Copies of Documentary
Evidence and Affidavits of the Witness, if
any (1 Original Copy or 1 Duplicate

O0mOTmTOO0O O00000moTomooO

O000oC

OOmomC

The client will provide

OROOOOOINOLC
TIM[

OOROOCO
ROODOODOOmMOON

1. Submit the 1.1 Receives the None 3 minutes Clerk
documents to the submitted Office of the
Office of the documents and University
University endorses to the President
President. Human Resource

Development and
Management
Office through
Office of the Vice
President for
Administration and
Finance.

1.2 Initially assesses None 30 minutes Director
and evaluates the Human
case. Resource

Development
and
Management
Office or
Technical Staff
on Employee
Relations
Training and

Organization
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Development

Unit
1.3 Informs parties of None 2 minutes Technical Staff
the schedule of the on Employee
interview and Relations
mediation. Training and

Organization
Development

Unit
2. Attend the 2. Interviews the None 1 hour Director
interview and parties involved Human
mediation at the and facilitates Resource
HRDM Office. initial mediation Development
and amicable and
settlement. Management
Office or

Technical Staff
on Employee
Relations
Training and
Organization
Development

Unit
3. Wait for the 3. Submits case None 2 working days Director
resolution of the report and Human
case. recommends to Resource
the Office of the Development
University and
President through Management
the Vice President Office
for Administration Vice President
and Finance. Office of the Vice

President for
Administration

and Finance
President
Office of the
University
President
LD CrUJI00
TOTOOO HEEEN D OO0 O e
DMt

O o o o o o O
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The service provides a documentary requirement for the processing of Travel Expenses
Voucher and liquidation of Cash Advance for the employees who attended external
training or seminar. (]

Human Resource Development and Management Office - Training and

O (O 0D (MmO

O OO0 MO0

TOOOmm
TrO0003 OO0

0 000 OO
DDO0000IT I OROOOROMOOTOO ‘

Organizational Development Unit (HRDMO-TODU)

Simple

G2G - Government to Government

TSU Employees

0 OOROTOIMOOOROO

1. Certificate of Attendance/Participation The training provider will provide
1 Original Copy and 1 Photocop
00000 0C ODROOOOOmMOO OOROOOO
OO0moTWTOODd DDDD[DD]DT]]]D# O0mOme TM O ROOOOOO0mOOD
1. Submit the 1.1 Receives None 2 minutes Training Assistant
document/s to the submitted Training and
Training and documents. Organization
Organizational Development Unit
Development 1.2 Reviews the None 5 minutes Head
Unit. submitted Training and
document and Organization
marks or stamps Development Unit
the duplicate copy.
1.3 Prepares the None 5 minutes Training Assistant
Certificate of Training and
Compliance. Organization
Development Unit
2. Receive the 2. Issues the None 2 minutes Training Assistant
Certificate of Certificate of Training and
Compliance. Compliance to the Organization
employee. Development Unit
TOTOOm 00000 CTMOTC RO
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This service helps the employee-scholars to monitor the status of their requests from the
Faculty Scholarship Committee through the Human Resource and Development
Management Office (HRDMO).

Note: This service is a multi-stage process. Training and Organizational Development Unit
only approve and endorse request/s for Scholarship status of Employee-scholars.

minnnEn i anineEne Human Resource Development and Management Office - Training
and Organizational Development Unit (HRDMO-TODU)

Highly Technical

G2G - Government to Government

0 OOk MO0

TOOOmO

TrOOOOt MO

O OO0 OOMOOm Employee-Scholars of the Universit
O000000MTIDORODOROMOOTOO

1. Request Letter with Supporting
Documents, if any (1 Original Copy)

O0mOTmTOODOO 000000MOTommooo oo O

~ 0omomC

0 DORODUMOOOROO
The client will provide

OOROO DO
ROODOO0OmMOO0N

OROOOODOmIOC
TIMI[

1. Submit request 1.1 Receives and None 15 minutes Technical Staff
letter together with | checks the request on Employee
the supporting and documents Relations
documents, if any, | submitted. Training and
to the Training and Organizational
Organizational Note: If the Development
Development Unit. | submitted document Unit

is incomplete,
notifies the scholar
and informs about
the lacking.

1.2 Discusses None 15 minutes Technical Staff
all the conditions to on Employee
the requestor Relations
relating to his/her Training and
request. Organizational

Development
Unit

1.3 Organizes the None 3 working days | Technical Staff
documents and on Employee
coordinates with the Relations
Faculty Scholarship Training and
Committee (FSC) Organizational
or Non-Academic Development
Personnel Unit
Scholarship
Committee
(NAPSC) for the
schedule of the
meeting.

1.4 Through the None 7 working days | Technical Staff
HRDM Office, the on Employee
FSC/NAPSC Relations
convenes to Training and
evaluate and, if in Organizational
the affirmative, shall

152




<BTE U
5 A

1906

recommend the Development
request for approval Unit
by the Office of the
University Members
President. TSU- Faculty
Scholarship
Committee
(FSC)/
or
Non-Academic
Personnel
Scholarship
Committee
(NAPSC)
President
Office of the
University
President
2. Receives the 2. Notifies the None 3 working days | Technical Staff
notification requestor on the on Employee
regarding the status of his/her Relations
status of request. request, in writing. Training and
Organizational
Development
Unit
LU0 Cr 1000
TOTOOOD HENEN D OO0 oo
Mt
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4. Or0D0OMOMIR COOOC MO MDD OOCCM e OODI0O0D e 10 00 000
MO0 OMmOOOmOd 0D OmOa

The service allows other offices/departments of the university to organize and facilitate
training or seminars for Tarlac State University (TSU) employees.

Note: This service is a multi-stage process. Training and Organizational Development Unit
only approve and endorse In-house trainings and seminars.

minnEny i nneEad Human Resource Development and Management Office - Training and
Organizational Development Unit (HRDMO-TODU)

O IDOOIC MO0

TOOOmm
TrOO0O0R MO0

0 0000 OO
OD00000OTIMOROODOOROMOOT OO
1. Accomplished Training Request Form
TSU-HRD-SF-49 with Attachments, if any

(3 Original Copies)

O0mOTmTOO00

1. Submit Training
Request Form
(TRF) to the
Office of Human
Resource
Development and
Management.

Highly Technical

G2G - Government to Government

TSU Employees

MO O0000MmOoTom o000

0 JDOROMTOIMOOOROO
Training and Organizational Development
Unit or download at
https://www.tsu.edu.ph/media/sshfg5e0/tsu-
hrd-sf-49-training-request-form.docx
000000 ORODOOODmDO OOROOOO
0omomrC TMO[ ROOODOOmImOOC

1.1 Receives the None 2 minutes Front Desk
submitted Training Clerk
Request Form with Office of Human
other supporting Resource
documents. Development

and
Management
or
Training
Assistant
Training and
Organization
Development
Unit

1.2 Reviews the None 5 minutes Head

submitted TRF and Training and

supporting
documents.

1.2.1 If approved,
forward to the
Budget
Management Unit. If
not, notify the client.

1.2.2 If approved,
forward to the
Accounting Unit. If
not, notify the client.

1.2.3 If approved,
forward to the
respective Vice
President of the

Organization
Development
Unit

Clerk
Budget
Management
Unit

1 working day

Clerk
Accounting Unit

1 working day

1 working day Clerk
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requesting office. If
not, notify the client.

Respective Vice
President (AF,

AA, PQA, RES)
1.3 Endorses TRF None 1 working day Clerk
for final approval Office of the
of the President. University
President
2. Announce the 2.1 Secures a copy of None 10 minutes Training
training details the signed memo. Assistant
through DMS. Training and
Organization
Development
Unit
2.2 Prepares None 3 working days Training
necessary training Assistant
needs prior to Training and
scheduled webinar: Organization
Zoom/MS Teams Development
Link, Pre-registration Unit
Link and Post
Training Evaluation,
request to serve
meal, if necessary.
U Cr 00
TOTOOm OO0000 DO oo
O [ot00d
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5. Or00JDDOWOMMOR OO0 MOr (D¢ Od OO OOOR OODCR CR OO0 OO0 0 Ommo000

HOOOMr ]

This service allows the employee-scholars to reinstate and resume their duty after finishing
the degree they took during their availed study leave. [1 [

Note: This service is a multi-stage process. Training and Organizational Development Unit
only process and endorse request for study leave reinstatement of Employee-scholars,
approval depends on the evaluation of other processing office.

U O r

D MmO

Human Resource Development and Management Office - Training and
Organizational Development Unit (HRDMO-TODU)

O IDOOIC MO0 Highly Technical

TrOO0O0 MO0

G2C - Government to Government

 DIOOWtmom . |
T OO0
0 000 OO0 - |

0 0000 OO
D00000MTIMOROODOROMOCOTOO
1. Accomplished Reinstatement Letter Form
TSU-HDR-151 (Triplicate Copies)

Employee-Scholars of the Universit

0 00OROTO MUOUOROM
Download at Tarlac State University Website
https://www.tsu.edu.ph/media/llrdilmu/tsu-
hrd-sf-151-revision-01-reinstatement-
form.docx

2. Diploma or Certificate from the University
Where he/she Graduated
(1 Original Copy)

3. Transcript of Records (with Special Order
for Private Schools) (1 Original Copy)

4. Hard Copy of the Thesis/Dissertation
1 Original Cop

O00000moTomooO

O0mOTmTOO0O

1. Submit

requirements to
the Office of the
University
President.

The client will provide

OOROODO
ROODOOOmMOO0N

OROOOODOmMOC
TIMI[

OO0000oC
OOmomC

1.1 Endorses to the None 1 minute Clerk
Office of Human Office of the
Resource University
Development and President
Management
1.2 Endorses to the None 1 minute Messenger
Employee Relations Office of Human
Staff. Resource

Development
and
Management
1.3 Receives the None 1 minute Technical Staff
documents. on Employee
Relations
Training and
Organizational
Development
Unit
1.4 Through the HRDM None 7 working days | Technical Staff
Office, the on Employee
FSC/NAPSC shall Relations
convene to evaluate Training and
and, if in the Organizational
affirmative, shall Development
recommend the Unit
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request for approval
by the OUP.

Committee
Members
Faculty
Scholarship
Committee
(FSC)/
or
Non-Academic
Personnel
Scholarship
Committee
(NAPSC)

President
Office of the
University
President

. Receives the
notification

regarding the
status of request

2. Notifies the
applicant on the
status of his/her

request, in writing.

None

2 working days

Technical Staff
on Employee
Relations
Training and
Organizational
Development
Unit

TOTOOO

UooOd

U D moo
D 000m

Mt
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6. OrOJDMDOMMOR OO0 Mo r (D OO OO 000D 3 000000

This service allows the employee-scholars who cannot complete their degree within the
period stipulated in their scholarship contract to request for one (1) semester extension
with/without pay and with/without stipend to continue studying in their respective
Universities.

Note: This service is a multi-stage process. Training and Organizational Development Unit
only process and endorse request for Scholarship extension, approval depends on the
evaluation of other processing office.

minnnEny i anineEne Human Resource Development and Management Office - Training
and Organizational Development Unit (HRDMO-TODU)
O OO OO0 Highly Technical
TOOOmm G2C — Government to Government
TrOOO0R MO0
0 0000 OO0OCII Employee-Scholars of the University
000000OTIM OROODOOROMOOT OO 0 DORODUMOOOROO
1. Letter of Intent Addressed to the Office | The client will provide.
of the University President with an
Endorsement from the College
Dean/Director and concerned Vice
President
(1 Original Copy and 1 Photocopy)
. Updated Study Plan (1 Original Copy)
. Grade Reports (1 Original Copy)
. Certification from the Adviser Indicating
the Needed Period by the Grantee to
Finish the Degree, if any. (1 Original

HIWIN

000000 OROODOOOmMOC OOROODO

O0mOTmTOO00 DDDD*DEDTE*D#

OomomO TIMOO ROOOO0O0mO4N
1. Submit Letter of 1.1 Endorses the None 1 minute Clerk
Intent to the Office letter to the Office of the
of the University Human Resource University
President (OUP). Development and President
Management
Note: Request to Office.
extend shall be 1.2 Endorses to the None 1 minute Messenger
made one (1) Employee Office of Human
month before the Relations Staff. Resource
current semester Development
or end of and
summer or Management
midyear for the 1.3 Informs None 3 minutes Technical Staff
FSC actions and requestor of the on Employee
endorsement to needed Relations
the OUP. requirements. Training and
Organizational
Development
Unit
2. Submit the 2.1 Receives None 1 minute Technical Staff
requirements. submitted on Employee
documents. Relations
Training and
Organizational
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Development
Unit

2.2 Through the None 7 working days | Technical Staff
HRDM Office, the on Employee
FSC/NAPSC shall Relations
convene to Training and
evaluate and, if in Organizational
the affirmative, Development
shall recommend Unit
the request for
approval by the Members
OUP. TSU- Faculty
Scholarship
Committee
(FSC)/
Non-Academic
Personnel
Scholarship
Committee
(NAPSC)
President
Office of the
University
President
3. Receives 3. Notifies the None. 2 working days | Technical Staff
notification on the applicant on the on Employee
status of the status of his/her Relations
request. request, in writing. Training and
Organizational
Development
Unit
U0 CrOmod
TOTOOO HINEEN DOOOmmo
Mt
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1906

This service provides opportunity for deserving faculty members and non-teaching
personnel to pursue higher education.

Note: This service is a multi-stage process. Training and Organizational Development Unit
only process and endorse scholarship application, approval depends on the evaluation of
other processing office.

O OO Mo

TOOOmm
TrO0003 OO0
0 00D OOOomm

minnnEn i anineEne Human Resource Development and Management Office - Training
and Organizational Development Unit (HRDMO-TODU)

Highly Technical

G2C — Government to Government

Permanent employees who have rendered two (2) years and above to

the University.

DD0O0000IMT I OROOOROMOOTOO

1. Letter of Intent Addressed to the Office
of the University President with an
Endorsement from the College
Dean/Director and Concerned Vice
President (1 Original Copy)

The client will provide

0 ODOROTOIMOOOROO

(1 Original Copy)

2. Scholarship Application Form

Training and Organizational Development Unit

(1 Original Copy)

3. Notice of Acceptance from the University
or School where he/she Plans to Enroll

The client will provide

4. Very Satisfactory Performance Rating for
the Previous IPCR rating period (1
Original copy and 1 Photocopy)

Copy)

5. Certificate of Employment (1 Original

6. Medical Certificate (1 Original Cop
OO0mOTmTOOO0O DDDD[DD}DT]}]D#

OOmomo

000000 OROODOOOmMOC

TIMI[

OOROODO
ROODOOOmMOO0N

1. Submit Letter of 1.1 Endorses the None 1 minute Clerk
Intent to the Office letter to the Office of the
of the University HRDM Office. University
President. President

1.2 Endorses to the None 1 minute Messenger
Employee Office of Human
Relations Staff. Resource

Development
and
Management

1.3 Informs None 3 minutes Technical Staff
requestor of the on Employee
needed Relations
requirements. Training and

Organizational
Development
Unit

2. Submit the 2.1 Receives Non 1 minute Technical Staff
requirements submitted on Employee

documents. Relations
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Training and

Organizational

Development
Unit

2.2 Through the None 7 working days | Technical Staff
HRDM Office, the on Employee
TSU- Faculty Relations
Scholarship Training and
Committee Organizational
(FSC)/Non- Development
Academic Unit
Personnel Members
Scholarship TSU- Faculty
Committee Scholarship
(NAPSC)shall Committee
convene to (FSC)/
evaluate and, if in Non-Academic
the affirmative, Personnel
shall recommend Scholarship
the application for Committee
approval by the (NAPSC)
OUP.

President
Office of the
University
President

2.3 Prepares and None 3 working days | Technical Staff
accomplishes on Employee
CSW for Board Relations
Confirmation. Training and

Organizational
Development
Unit
Board of
Regents
Tarlac State
University

2.4 Notifies the None 3working days | Technical Staff
applicant on the on Employee
status of his/her Relations
application. Training and

Organizational

2.4.1 Facilitates the Development
contract signing Unit
when approved.

L0 Cr JO000]
TOTOOD HINREN D OO0 o
M
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This service allows members of the faculty to study, conduct investigation and research,
book writing, extension service, consultancy volunteer work or rest to improve their
competency for service to the University

Note: This service is a multi-stage process. Training and Organizational Development Unit

only process the application for sabbatical leave, approval depends on the evaluation of
other processing office.

O OO Mo
TOOOmm
TrOO0O0 MO0

0 00D OO0Oomm

minnnEny i anineEng Human Resource Development and Management Office - Training
and Organizational Development Unit (HRDMO-TODU)

Highly Technical

G2C — Government to Government

TSU Faculty with Ten

O000000TIOROOOMROMOOTOO

10) Years and Above Tenure
0 DOROTUMUOIOUORON

1. Accomplished Application Form for Training and Organizational Development Unit
Sabbatical
(1 Original Copy and 2 Photocopies)
2. Proposed Program of Work The client will provide
1 Original Cop
00000 0OC ODROOOODmOLC OOROOOO
O0moTmTOOOO OO000o0moTmmooC OOmOmo TM O ROOOOOO0MmOOC
. Submit the 1.1 Receives and None 1 minute Clerk
accomplished verifies Office of the
Application Form completeness of University
with the Proposed the submitted President
Program of Work to | documents.
Office of the 1.2 Endorses verified None 1 minute Clerk
University President.| documents to Office of the
Human Resource University
and Development President
Management
Office (HRDMO).

1.3 Receives and None 1 minute Messenger
endorses the Office of Human
documents to the Resource
Employee Development
Relations Staff. and

Management
1.4 Receives and None 1 minute Technical Staff
endorses the on Employee
documents to the Relations
Human Resource Training and
and Development Organizational
Management Development
Office (HRDMO) Unit
Director. or
Director
Office of Human
Resource
Development
and
Management
1.5 Convenes and None 7 working[days Members
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evaluates the
applicant’s
proposed program
of work.

TSU-
Administrative
Councill

1.6 Prepares and None 7 workingldays | Technical Staff
accomplishes on Employee
CSW for Board Relations
Confirmation. Training and
Organizational
Development
Unit
Board of
Regents
Tarlac State
University
2. Receive an update | 2. Notifies the 3 workingidays | Technical Staff
on the status of the | applicant on the on Employee
application. status of his/her Relations
application. Training and
Organizational
2.1 If approved, Development
facilitates the Unit
contract signing.
2.2 If denied, inform
the lacking.
U000 CrOImOo
TOTOOO HINEEN DOOOmmo
Mt
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9. Or0DD0MOIDIR OO0 M (T OOCMD 00Ot C MO DI O0 000 OO Co000

This service allows deserving Tarlac State University personnel to receive financial
assistance as a support for the completion of their thesis or dissertation.

Note: This service is a multi-stage process. Training and Organizational Development Unit
only process the Financial Assistance for Thesis/Dissertation, the approval depends on the

evaluation of other processing office.

U MO r O

D MmO

Human Resource Development and Management Office - Training and
Organizational Development Unit (HRDMO-TODU)

mjinnEnmns nianse Highly Technical

TOOOmm
TrO0003 OO0

G2C — Government to Government

0 00D OOOomm

O000000OT D ORODOROMOOTOO
1. Accomplished Request for
Thesis/Dissertation Financial Assistance
Form TSU-HRD-SF-50
(1 Original Copy and 2 Photocopies)

Permanent TSU Personnel Rendering For At Least Two (2) Years with
Defended Research Proposal

0 JDOROOUIMOOOROO
Training and Organizational Development Unit
or download at
https://www.tsu.edu.ph/media/okdnurao/tsu-
hrd-sf-50-request-for-thesis-dissertation-
financial-assistance-r01.docx

2. Accomplished Permit to Study Form
TSU-HRD-SF-27
(1 Original Copy and 2 Photocopies)

Training and Organizational Development Unit
or download at
https://www.tsu.edu.ph/media/cxxmzync/tsu_h
rd-sf-27-permit-to-study-form.pdf

3. Individual Performance Commitment and
Review Summary (IPCR) for the Past Two
(2) years (1 Original Copy)

Training and Organizational Development Unit

4. Research Proposal Certified by the Dean
Concerned (1 Original Cop

The client will provide

00000 0OC ODROOOODmMOLC OOROOOO
OOmoTWTOODO O000ooomoTmooo O0mOme TM O ROOOOOO0MmOOC
1. Submit 1.1 Receives and None 1 minute Clerk
accomplished verifies completeness Office of the
forms and of the submitted University
supporting documents. President
requirements to (1.2 Endorses verified None 1 minute Clerk
the Office of the | documents to Human Office of the
University Resource and University
President. Development President
Management Office
(HRDMO).

1.3 Receives and None 1 minute Messenger
endorses documents Office of Human
to the Employee Resource
Relations Staff. Development

and
Management
1.4 Convenes and None 7 working days | Technical Staff
evaluates if the on Employee
thesis/dissertation is Relations
relevant with the Training and
development thrust of Organizational
the University, if Development
affirmative, shall Unit
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endorse the

application to the Members
Budget Office to TSU- Faculty
determine if there are Scholarship
funds available. Committee
(FSC)/
Non-Academic
Personnel
Scholarship
Committee
(NAPSC)
Clerk
Budget
Management
Unit
1.5 Endorses the None 3 days Clerk
application to the Office of the
Office of the University University
President for approval. President
1.6 Endorses to the None 1 minute Messenger
Employee Relations Office of Human
Staff. Resource
Development
and
Management
1.7 Compiles and None 5 minutes Technical Staff
endorses all the on Employee
requirements to the Relations
Administrative Training and
Services Unit for the Organizational
processing of voucher. Development
Unit
Staff
Administrative
Service Unit
2. Receive the 2. Notifies the client on None 1 minute Technical Staff
notification the status of his/her on Employee
regarding the application. Relations
status of the Training and
application Organizational
Development
Unit
L0 O CJI000]
TOTOO HINEN D OO0 s
Mt
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(0 Or DOOOOWOOD IR COOOC MOy OO OO COOID I Crt O o0

The service allows the issuance of various certifications, e.g., Certificate of Employment,
to be used by employees for any legal purpose needed.

O (MO O Human Resource Development and Management Office - Employees’

D IO Welfare Unit (HRDMO-EWU)

mEEnnE eI Simple

TOOOmm G2G - Government to Government

TrOOOR MO0 G2C — Government to Client

RERRESENIENNISN Active or Inactive TSU Employee

O00000MTIMOROODOOROMOOTOO \ 0 DOROTUmOOORDOO

1. Accomplished Certification / Documents | Human Resource Development and
Request Slip TSU-HRD-SF-26 Management Office
(1 Original Copy)

2. For Inactive Employee — Approved The client will provide

Clearance (1 Original Copy)

3. For Representative — Authorization
Letter (1 Original Copy)

IR _ — 0000d 00 OROOOOOIDO OOROOOO
DOMOTOITOOOO | DODO00DmoOTmoOOOg O0mODO TMOO ﬁ ROOOO00mO0C

1. O0OrD OIDOmO 1. 00Or0 OO None 2 minutes Staff
Submit Receives the Employees’
accomplished Certification / Welfare Unit
Certification / Documents
Documents Request Slip.

Request Slip.

U0 T DO
O D OO0 N RS R None 2 minutes Staff
Request for the Checks the Employees’
employment Certifications & Welfare Unit
details of the Documents
TSU personnel Request Form
Concerned at online excel file
hrdmo@tsu.edu. that acts as the
ph database of the

online form.

2. Answer 2.1 Asks the None 2 minutes Staff
additional requesting Employees’
guestions for the personnel for Welfare Unit
confirmation of additional
the request and documents, if
employment necessary.
record.

2.2 Checks the 201 None 2 hours Staff
File Folder of the Employees’
requesting Welfare Unit
personnel.

2.3 Prepares and None 15 minutes Staff
prints the Employees’
certification. Welfare Unit

3. Receive the 3. Releases the None 2 minutes Staff
signed and dry- signed and dry- Employees’
sealed request sealed certification Welfare Unit
certificate. to the requesting
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personnel. Have
them sign on the
Certifications
Logbook for
records purposes,
OR depending on
the request of the
personnel, scan
the signed
certification and
send to the
provided email
address; or
retrieve at the HR
file box at a
designated date
and time.

TOTOO]

Uoooo

U D0 LD 0
Mt
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The service allows the verification of the employment record of active and inactive
personnel of the University for new employment and/or bank/loan applications.

U LI e L

D MmO

Human Resource Development and Management Office - Employees’
Welfare Unit (HRDMO-EWU)

DOt mom |

Simple

TOOOmm
TrOOOO 0000

G2G — Government to Government

G2B — Government to Business Entity/ies

U 00D OOJaOC

Any Government Agencies and Private Companies
DO00000MTIMODROODOOMROMOOTOO

0 OOROTOIMOOOROO

1. List of Personnel Information to be The client will provide
Verified (1 Original Copy)

2. 201 File Folder of the Personnel Human Resource Development and
(1 Original Copy) Management Office or Records and Archives

Unit
N - o _ 000Oodor OROOOOLOmmOO OOROOOO
O0mOTOmTOOOO| 000000MmOTmoac O0mOmDC TM O ROOOOOOMOO

1. Request for the | 1.1 [0r(I (IO None 2 minutes Staff
employment 0000000 O Employees’
details of the RO #00T Welfare Unit
TSU personnel Receives and lists
concerned. the needed

details.
O0r [0 OM0O00 O0r 10 00000 None 2 minutes Staff
Request for the 'Receives the Employees’
employment email from the Welfare Unit
details of the Background
TSU personnel Investigator.[]
Concerned at 1.2 00T OO0 None. 10 minutes Staff
hrdmo@tsu.ed 0000000 O Employees’
u.ph RO Welfare Unit

0 OO

Checks the

employment

records of the

personnel

concerned.

Verifies if the

requested person

is/was hired.

Gathers needed

information.

2. Receives 2. O0r I OI0Om None 5 minutes Staff
feedback 000000 O Employees’
regarding the ROt Welfare Unit
inquiry. States the

information as per
recorded on the
201 File of the
personnel or on
the HRIS.
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O0r [0 OO None 5 minutes
Replies to the
email sent by the
background
investigator /
company. States
the information as
per recorded on
the 201 File of the
personnel or on
the HRIS.

Note: If
concerned person
is not found in the
HRIS or 201 File,
declare that the
person has no
employment
record at TSU.

TOTOOm OCO000 MO
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OIMr DOOOOMWOMMIR COOOC MO MO0 COOOID T Crt M 00000

The service allows the issuance of various certifications, e.g., Certificate of Employment,
to be used by employees for any legal purpose needed.

O (MO O Human Resource Development and Management Office - Employees’

D IO Welfare Unit (HRDMO-EWU)

mEEnnE eI Simple

T OO0 G2G — Government to Government

TrOOOR MO0 G2C — Government to Client

RERRESENIENNISN Active or Inactive TSU Employee

O00000MTIMOROODOOROMOOTOO \ 0 DOROTUmOOORDOO

1. Accomplished Certification / Documents | Human Resource Development and
Request Slip TSU-HRD-SF-26 Management Office
(1 Original Copy)

2. For Inactive Employee — Approved The client will provide

Clearance (1 Original Copy)

3. For Representative — Authorization
Letter (1 Original Copy)

IR _ — 0000d 00 OROOOOOIDO OOROOOO
DOMOTOITOOOO | DODO00DmoOTmoOOOg O0mODO TMOO ﬁ ROOOO00mO0C

1. O0OrD OIDOmO 1. O0Or0 OIDOmO0D None 2 minutes Staff
Submit Receives the Employees’
accomplished Certification / Welfare Unit
Certification / Documents
Documents Request Slip.

Request Slip.

U0 T DO
O D OO0 N RS R None 2 minutes Staff
Request for the Checks the Employees’
employment Certifications & Welfare Unit
details of the Documents
TSU personnel Request Form
Concerned at online excel file
hrdmo@tsu.edu. that acts as the
ph database of the

online form.

2. Answer 2.1 Asks the None 2 minutes Staff
additional requesting Employees’
guestions for the personnel for Welfare Unit
confirmation of additional
the request and documents, if
employment necessary.
record.

2.2 Checks the 201 None 2 hours Staff
File Folder of the Employees’
requesting Welfare Unit
personnel.

2.3 Prepares and None 15 minutes Staff
prints the Employees’
certification. Welfare Unit

3. Receive the 3. Releases the None 2 minutes Staff
signed and dry- signed and dry- Employees’
sealed request sealed certification Welfare Unit
certificate. to the requesting
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personnel. Have
them sign on the
Certifications
Logbook for
records purposes,
OR depending on
the request of the
personnel, scan
the signed
certification and
send to the
provided email
address; or
retrieve at the HR
file box at a
designated date
and time.

TOTOO]

Uoooo

U D0 LD 0
Mt
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The service allows the verification of the employment record of active and inactive
personnel of the University for new employment and/or bank/loan applications.

U LI e L

D MmO
DOt mom |
T OO0
TrOo003 O

U 00D OOJaOC

Human Resource Development and Management Office - Employees’

Welfare Unit (HRDMO-EWU)

Simple

G2G — Government to Government

G2B — Government to Business Entity/ies

O000000TINOROOOROMOOTOO

Any Government Agencies and Private Companies
O O0OROJTOMIMOOORDOO

1. List of Personnel Information to be The client will provide
Verified (1 Original Copy)

2. 201 File Folder of the Personnel Human Resource Development and
(1 Original Copy) Management Office or Records and Archives

Unit
N - o _ 000Oodor OROOOOLOmmOO OOROOOO
O0mOTOmTOOOO| 000000MmOTmoac O0mOmDC TM O ROOOOOOMOO

1. Request for the | 1.1 Ci0Ir(I) CITCITICIIT None 2 minutes Staff
employment 0000000 O Employees’
details of the RO #00T Welfare Unit
TSU personnel Receives and lists
concerned. the needed

details.

]

O0r [0 OM0O00 O0r 10 00000 None 2 minutes Staff
Request for the 'Receives the Employees’
employment email from the Welfare Unit
details of the Background
TSU personnel Investigator.[]
Concerned at 1.2 000 OO None. 10 minutes Staff
hrdmo@tsu.ed 0000000 O Employees’
u.ph RO Welfare Unit

0 OO

Checks the

employment

records of the

personnel

concerned.

Verifies if the

requested person

is/was hired.

Gathers needed

information.

2. Receives 2. O0r 10 OO0 None 5 minutes Staff
feedback 0000000 OmD Employees’
regarding the RO #00T] Welfare Unit
inquiry. States the

information as per
recorded on the
201 File of the
personnel or on
the HRIS.

(]
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O0r [0 OO None 5 minutes
Replies to the
email sent by the
background
investigator /
company. States
the information as
per recorded on
the 201 File of the
personnel or on
the HRIS.

Note: If
concerned person
is not found in the
HRIS or 201 File,
declare that the
person has no
employment
record at TSU.

TOTOOm OCO000 MO

I e O e e

175



O DOOOOMOm D OO0 DO OO0 0000000

SALE ¢
e 4N

$ARLA

1906

This service allows client to file for their leave benefits and record their application for
leave of absence throughout their service in the institution

0 dmOm— 0D (MmO

O OO Mo
TOOOmm
TrOOOO 0000

U 00D OOJaOC

Employees’ Welfare Unit — Office of Human Resource Development
and Management

Simple

G2G — Government to Government

O000000TIOROOOROMOOTOO

1. Fully Accomplished Application for Leave
Form (1 Original Copy)

All Permanent, Temporary, Contractual, and Substitute Employees
0 DOROOJUmMOOOROO

The client will provide.

2. Attachment/s depending on the type of
leave availed (1 Original Copy)
Medical Certificate for Sick Leave

The client will provide.

(1 Original Copy)
OOmOTOImTOO00O

1. Submit a fully-
accomplished
Application for
Leave Form.

3. Updated leave credits balance

O000000moTomoog
1.1 00D OIOImo

OO0 ImO0m

Receives Application

for Leave Form and
endorse to

Employees’ Welfare

Unit personnel.

O0r 0 D00
RIRREDEE RN
Check and receive

applications thru the

Admin Module of
the Online Leave
Application Portal
(https://leave.tsu.ed
u.ph/LeaveApplicati
on)

Office of Human Resource Development

and Management[’
D000 0C DROOOOOOD
OOmaidC MM

None

2 minutes

None

OOROODO J
ROODOOOINOO
Messenger
Office of Human
Resource
Development
and
Management

Staff
Employees’
Welfare Unit

1.2M0r D OI0OmO

OO0 MO0
Check and update
the requesting
personnel’s Leave
Credits balance.

O0r D DMmOO
000D OO
The checking and
updating of the
requesting
personnel’s Leave
Credits balance is
automated by the
HRIS.

None

5 minutes

None

Staff
Employees’
Welfare Unit
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1.3 Process the None 1 hour Staff
approval/disapproval Employees’
of the requesting Welfare Unit
personnel’s Head
Application for Leave. Employees’

Welfare Unit
Vice President
concerned
Respective
Office
University
President
Office of the
University
President
2. Receives the 2.1M0r[M OO None 10 minutes Staff
notification and O 00000000 Employees’
inform the Informs requesting Welfare Unit
immediate personnel of the status
supervisor of their application. Head
regarding the File the form on the Employees’
approval of leave personnel’s File folder. Welfare Unit
of absences
O D OO0 None
000D MO0
Once all signatories
are done, the status of
each online application
Is automatically
reflected to the
requesting personnel’s
Leave portal.
LI LI O I
TOTOOm O0O000 Mt
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The service allows TSU employees to request and receive a printed Daily Time Record
(DTR) for their overtime or extended services.

0 CMOm— 0D (MmO Human Resource Development and
Management Office - Employees’ Welfare
Unit (HRDMO - EWU)

0 MO0k 000 | Simple

T OOOIDOT r D000 0000 | G2G — Government to Government

0 000 OO0 TSU Employees Rendering Overtime or
Extended Services

000000 TIN OROODOROMOOTO ‘ 0 DOROTUOMOOORO

1. Accomplished and Duly Signed The client will provide
Overtime/Extended Services Form
1 Original Cop
aoooood 0000d0OC ODROOOODmOLC OOROODOO
oomoarone OOoTmog OO0MmOm TIM[ ROOODOO0O0mMOO
1. Submit the 1.1 Receives and None 2 minutes Staff-in-Charge
accomplished files the Employee’s
and duly submitted Welfare Unit
signed document
Overtime/Exte [1.2 Plot the None 10 minutes Staff-in-Charge
nded Services overtime or Employee’s
Form extended Welfare Unit
services
schedule as

reflected on the
submitted form

2. Receive the 2.Print and issue None 2 minutes Staff-in-Charge
printed the the plotted Employee’s
Daily Time Daily Time Welfare Unit
Record (DTR) Record (DTR)

schedule

TOTOOm OCO000 (MO
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This process is for the issuance of the authority to travel abroad for employees on
official business or on leave of absence)
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EninnEn g innnEE- mployees’ Welfare Unit — Office of Human Resource
Development and Management

O OO Mmoo Simple

TOOmom G2G — Government to Government

TrO0OO oo

0 00 OOMOOm Any active TSU employee, both Teaching and Non-Teaching,

permanent, temporary, contractual, and substitute status may go

to the HRDM Office to request for Authority to Travel Abroad.
O00000WTmDOROODOROMOOTO 0O DOROTUMOUORDO

1. Request Letter to Travel, which includes [The client will provide.
the travel dates and destination and the
purpose of the travel, signed by the
immediate supervisor and the Vice
President concerned (1 Original Copy)

2. Approved Application for Leave of
Absence (1 Original Copy)

3. Other necessary documents for Official
Business travels and/or for CHED
Scholar’s travels TSU-HRD-WI-20 (1

Original Cop
Loood
— o OROOOOOIDO OOROODOO
OOmOTOImTOOoO 000000moTmoO E%D[%D[ TM ROOOOO0O0mMOD

1. Submit the fully |1. Receive the None 1 minute Staff
accomplished Certification/ Employees’
Certification/ Documents Request Welfare Unit
Documents Slip and approved
Request Slip, as request letter to
well as the travel.

University
President-
approved request
letter to travel.

2. Receive the 2. Issue the Checklist | None 5 minutes Staff
checklist of the for Authority to Employees’
supporting Travel Abroad Welfare Unit
documents Requirements.
needed for the
approval of the
request.

3. Submit the 3.1Receive and check | None 5 minutes Staff
supporting the submitted Employees’
documents for supporting Welfare Unit
the request. documents, have

them photocopied
for the preparation
of the Authority to
Travel Abroad (ATA)
document.
3.2 Prepare and print 2 | None | 10 minutes Staff
copies of the
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Authority to Travel Employees’
Abroad (ATA), Welfare Unit
attach a set of Director
supporting HRDMO
documents for each
ATA copy
3.3 Submit to HRDM None |1 working day Staff
Director and Employees’
concerned Vice Welfare Unit
President for
countersign; Director
University President Office of Human
for approval and Resource
signing. Development
and
Management
Vice President
University
President
4. “Release the 4. Release the signed | None 2 minutes Staff
signed and dry- and dry-sealed Employees’
sealed Authority to Authority to Travel Welfare Unit
Travel Abroad (ATA), Abroad (ATA) to the
and sign on the requesting Head
Logbook for records personnel. Have Employees’
purposes” them sign on the Welfare Unit
Logbook for records
purposes.
U0 CrOIDOO
TOTOO 000 D OO
Mt

180

1906




ARLA

TE
< b u
=) JV/:
3
1906

Od D IDr C DO1D Cr 0000010 OO

O Cr OO Cr OO0

181



SALE ¢
e 4N

$ARLA

1906

OO0 DOOOOIWOMOR OO Mt OO0 M IR

The service applies to the preparation of remittance vouchers of withholding taxes of
permanent, temporary, and contractual employees, job orders, lectures, and part-
timers of the university.

Note: This service is a multi-stage process. The Administrative Services Unit (ASU)
facilitates the preparation of remittance lists, obligation requests, and disbursement
vouchers only.

O (MO O Administrative Services Unit - Payroll and Remittance Section
D MmO (ASU-PRS)

ElERins fnnngy Complex

T OOOmm
TrOOOOR MO0
EpnnniennEnmIsl Tarlac State University Employees

000000mTmOROD DROMOOTOD 0 DOROT O MODOROD

OO0D000C OROOOOOmMOO OOROOOCO
OOmoddC TMOO ROOOODOODOON

G2G - Government to Government

O0mMOTmMTOOOO O000000moTmoo

1. Forward a copy | 1.1 ({0 (OO None 15 working days | Payroll and/or
of payroll / DodO tIReceives Remittance
vouchers of or collects the Staff
honorarium, copy of payroll or Administrative
extended / vouchers of Services Unit
overtime honorarium,
services. extended or

overtime services.

Cr0 M Od d O 15 working days
DO 00 TR
OO0 O
Receives list of
tax deductions
from regular
salary / vouchers
from salary
differential, salary
increase, etc.

1.2 Prepares None Cr0O0 000000000 Payroll and/or
monthly Oodrctn2 Remittance
remittance list. working days Staff

Administrative
Or00 MOdmnd (] Services Unit
D00 LT

OO0 12
working days
1.3 Reviews None Or0J0 MO0 Payroll and/or
remittance list Oodrctn2 Remittance
including checking working days Staff
of figures entered. Administrative

Or00 MOdmnd(]  Services Unit
DO LT
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OOkO0 2
working days

1.4 Prints remittance None Or00 D000 Payroll and/or
list. JodOtm hour Remittance
Staff
OrJ0 MOdmd | Administrative
DTO0r 0 (01| Services Unit
Ot M hour
1.5 Preparation of None Or0O0 DO00d000 Payroll and/or
Disbursement OodOts Remittance
vouchers. minutes Staff
Administrative
OrJ0 MOdmd ] Services Unit
Dm0 L0
OOt 15
minutes
1.6 Photocopying of None Or00 DO00d00m Payroll and/or
attachments Oodotrs Remittance
(vouchers / minutes Staff
payroll). Administrative
OrJ0 MOdmd ] Services Unit
Dm0 L0
OOt 15
minutes
1.7 Signs remittance None Or00 00000 Head
lists and Oodotrs Administrative
disbursement minutes Services Unit
voucher.
Or00 IMOCdmnd ]
Dm0 (0
Ot 15
minutes
1.8 Logs documents None Cr00 OO0 Payroll and/or
and forwards to Oodotrs Remittance
the next minutes Staff
processing office. Administrative
Ori0] MOdMmd ] Services Unit
Do (0
ootod 15
minutes
TOTOCIORROMTTOOOO0] D;gﬂj]mmmﬂrﬂmmﬂfé,
OODORMMIOOOMOmMODO T TIMT T
TOTOOMWORROMITOOD O OO 19010 O I0)0]
OODORMODIMMDMDIMOOROCIMONTL 00000 | DO D0 [0 O
OOOTOM Moo
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The service applies to the preparation of remittance vouchers of premiums of
permanent, temporary, and contractual employees, job orders, lectures, and part-
timers of the university.

Note: This service is a multi-stage process. The Administrative Services Unit (ASU)
facilitates the preparation of remittance lists, obligation requests, and disbursement

vouchers only.

U O r

D MmO

O IDOOIC MO0

TOOOmm
TrOO0O0 MO0

0 OO OO
000000mTmOROD DROMOOTOD

O0mMOTmMTOOOO O000000moTmoo

1. Forward a copy
of payroll,
vouchers and
remittance lists.

1906

Administrative Services Unit - Payroll and Remittance Section

(ASU-PRS)

Complex

G2G - Government to Government

TSU Employees

OO0D000C OROOOOOmMOO

OOmoddC

TMO

0 OOROTOMOOOROO

OOROOOCO

ROOOODOODOON

1.1 Receives copy None 14 working days | Payroll and/or
of Payroll, Remittance
Vouchers and Staff
Remittance Lists Administrative
from Payroll Unit Services Unit

1.2 Prepares None OO mO00 Payroll and/or
Monthly COrd CrT0 Remittance
Remittance Lists. 1 working dayr’] Staff

Administrative
OO MO0 CorCrCID Services Unit
OO r 0
Cod O COC
U0 O0DOOOOm
3 working days

1.3 Reviews None O0rMO00 Payroll and/or
Remittance List Crd 0T Remittance
including 1 working day( Staff
checking of Administrative
figures entered. OorTO0 Do) Services Unit

OO trOt 00
Cod O COCC
O] DT
2 working days

1.4 Prints None 2 hours Payroll and/or
Remittance List. Remittance

Staff
Administrative
Services Unit

1.5 Prepares None 5 minutes Payroll and/or
Obligation Remittance
Request and Staff
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Disbursement Administrative
Voucher. Services Unit

1.6 Signs Remittance None 5 minutes Head
List, Obligation Administrative
Request and Services Unit
Disbursement
Voucher.

1.7 Logs documents None 5 minutes Receiving /
and forwards to Releasing Staff
the next Administrative
processing office. Services Unit

160 CrI00
TUTOLmE RDDIEIDDJEESSDDDRDE HINEEN D OO 00 00

A CIMITICO

TOTOOMORITOMOORORI] 1910 O
OJOOTROOTOOUMODIMORMOLDOOTH  COOO0 | DO e
COM OO0 OO0 A MO

Note: This process shall be completed 10 days before the stated deadline every month.
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The service applies to the preparation of remittance vouchers of premiums and loans
of permanent, temporary, and contractual employees, job orders, lectures, and part-
timers of the university.

Note: This service is a multi-stage process. The Administrative Services Unit (ASU)
facilitates the preparation of remittance lists, obligation requests, and disbursement
vouchers only.

U O r

Administrative Services Unit - Payroll and Remittance Section
D IO (ASU-PRS)
BluIEENnE el Complex

T OO0

Tro OOt G2G - Government to Government

RIREIIREIENIE Tarlac State University Employees
O000000TIM OROODOOROMOOTOO 0 O0OROTOMmMOOOROO

OO0000C DOROOCOOOmMOC OOROOOCO
OOmoddC TMOO ROOOOOOmOOO

O0DmOTmMTOOO0O0 000000maTomooo

1. Agency notify | 1.2 Prepares Monthly None 4 working days Payroll and/or
TSU of the Remittance List Remittance Staff
submission of Administrative
Contribution Services Unit
and monthly 1.2 Reviews None 2 working days Payroll and/or
amortization remittance list Remittance Staff
(loans) including checking Administrative

of figures entered. Services Unit

1.3 Prints Remittance None 4 hours Payroll and/or
List. Remittance Staff

Administrative
Services Unit

1.4 Prepares None 5 minutes Payroll and/or
Obligation Remittance Staff
Request and Administrative
Disbursement Services Unit
Voucher.

1.5 Signs Remittance None 5 minutes Head
List, Obligation Administrative
Request, and Services Unit
Disbursement
Voucher.

1.6 Logs documents None 5 minutes Receiving/
and forwards to Releasing Staff
the next Administrative
processing office. Services Unit

U0 Crommod
TOTOOm — DO0D DTHW[DHE U
Mo
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This procedure applies to the preparation of payment vouchers for utilities such as
Electric (Tarlac Electric Inc.), Water (Prime Water), Telephone (PLDT), and the
Internet (Converge/PLDT/Smart).

Note: This service is a multi-stage process. The Administrative Services Unit (ASU)
facilitates the preparation of remittance lists, obligation requests, and disbursement

vouchers only.

U O r
D MmO

Administrative Services Unit - Remittance Section (ASU-RS)

mjinEEnns Eng Simple

T OO0 . o
Tro OOt G2B — Government to Business Entity/ies

EpRRupEEnIEEnIEN TEI, Primewater, PLDT, Converge & Smart
OJ00000OTDOROCOROMOOTOO
1. Statement of Account
(1 Original Copy)
2. Computation Summary
(1 Original Copy)

The client will provide

0 OOROTOMOOOROO

O00000C OROOOOOmDOC
O0mMOTmMTOOOO O000000moTmoo O0mOmC TM O

OOROOOO

ROOOODOmINOOO

1. Submits 1.1 Prepares None 10 minutes Remittance Staff
monthly Monthly Administrative
Statement of Remittance List. Services Unit
Account 1.2 Reviews and None 1 working day | Remittance Staff
through email checks Statement Administrative
or by courier. of Account. Services Unit

TelCos
(PLDT,
Converge and
Smart) /
Company

1.3 Prepares None 3 hours Remittance Staff

monthly summary. Administrative
Services Unit

1.4 Computes None 30 minutes Remittance Staff

Withholding Taxes. Administrative
Services Unit

1.5 Encodes figures None 30 minutes Remittance Staff
to disbursement Administrative
voucher and Services Unit
obligation request.

1.6 Prints None 5 minutes Remittance Staff
Disbursement Administrative
Voucher and Services Unit
Obligation Request

1.7 Signs None 5 minutes Head
Disbursement Administrative
Voucher and Services Unit
Obligation
Request.
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1.8 Logs documents None 2 minutes Receiving/
and forwards to Releasing Staff
the next Administrative
processing office. Services Unit
U0 CrOmod
TOTOOO 00000 D OO O0r 0
CHCMITDC O
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This procedure applies to the payroll preparation for Overtime / Extended Services.

Note: This service is a multi-stage process. The Administrative Services Unit (ASU)
facilitates the preparation of Receiving Daily Time Record and attached documentary
requirements to the preparation of payroll proof list for Overtime/Extended Services.

U O r

D MmO

O IDOOIC MO0
TOOOmm
TrOO0O0R MO0

Administrative Services Unit - Payroll Section (ASU-PS)

Simple

G2G - Government to Government

0 OO OO All TSU Personnel with Approved Authority to Render Overtime and
Extended Services
O00000TmMOROODOOROMOOTOO
1. Approved Authority to Render
Overtime/Extended Services
(1 Original/1 Photocopy)
2. Report on Overtime/Extended
Services Rendered (2 Original Copies)
3. Statement of Overtime/Extended
Services (2 Original Copies)
4. Accomplishments Reports
(2 Original Copies)
5. Daily Time Record
2 Original Copies

0 OOROTOMMOOOROO
The client will provide

OOROOCO
ROODOODOmMOOC

OROOOOOmINOO
TMO[

O00oooC

O0momC

O0mOTmTOO0O DDDD[DDDDTDDDD#

1. Submits signed |1.1 Receives and None 4 hours Payroll Staff
Daily Time checks Daily Time Administrative
Record and all Record and Services Unit
documentary attached
requirements. documentary

requirements.
Note: Daily Time
Records not duly
signed shall not
be accepted.

1.2 Computes total / None 1 working day Payroll Staff
allowable number Administrative
of hours rendered. Services Unit

1.3 Encodes total / None 1 working day Payroll Staff
allowable number Administrative
of hours rendered Services Unit
including
deductions, if any.

1.4 Checks figures None 5 minutes Payroll Staff
entered in the Administrative
payroll / Services Unit
disbursement
voucher.
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1.5 Prints payroll / None 3 minutes Payroll Staff
disbursement Administrative
voucher. Services Unit

1.6 Prepares None 3 minutes Payroll Staff
Obligation Administrative
Request. Services Unit

1.7 Prepares proof None 1 hour Proof list in-
list (not applicable charge
to single payee). Administrative

Services Unit

1.8 Counter signs None 5 minutes Head
payroll / Administrative
disbursement Services Unit
voucher and signs
proof list.

1.9 Logs documents None 2 minutes Receiving/
and forwards to Releasing Staff
the next office Administrative
concerned. Services Unit

U0 CrO000
TOTOOO 00000 | DOOOMDm OO OO 4
Mt

N Y Y e Y A A O
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_[rocessing of Payroll for Student Assistants’ Salary!]
This procedure applies for the payroll preparation for salary of student assistants.

Note: This service is a multi-stage process. The Administrative Services Unit (ASU)
facilitates the preparation of receiving Daily Time Record (DTR) documents and
attachments to preparation of payroll proof list for student assistants’ salary.

RINIIEREN 3 TINNEEEE Administrative Services Unit - Payroll Section (ASU-PS)
O OO 0000 Simple
T OOOmm
TrOOO0R MO0
njEEneamEsnEgl Al TSU Student Assistants
ODO00000MTImMOROODOOROMOOTOO 0 DOROTUMOOOROO
1. Daily Time Record (DTR) The client will provide
(2 Original Copy signed by the College
Dean)
2. Approved request letter (1 Photocopy)
3. Certificate of Registration (COR)

G2G - Government to Government

1 Photocop

Oooooon O000T0C ODROOOOOmMOC DOROODOO

JomorurEnoe OoTmooo OOomomC TMOO ROOOOO0mO4N
1. Submit signed 1.1 Receives DTR, None 10 minutes Receiving/
Daily Time documents and Releasing Staff
Record, attachments. Administrative
approved request Services Unit
letter and Note: Daily Time
Certificate of Records not duly
Registration. signed shall not
be accepted.

1.2 Checks DTR None 2 working days Payroll Staff

and attachments. Administrative
Services Unit

1.3 Computes total None 10 minutes Payroll Staff
number of hours Administrative
rendered. Services Unit

1.4 Encodes total None 3 minutes Payroll Staff
number of hours Administrative
rendered. Services Unit

1.5 Checks figures None 1 minute Payroll Staff
entered in the Administrative
payroll / Services Unit
disbursement
voucher.

1.6 Prints payroll / None 2 minutes Payroll Staff
disbursement Administrative
voucher and Services Unit
Obligation
Request.

1.7 Countersigns None 5 minutes Head
payroll / Administrative
disbursement Services Unit
voucher.
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1.8 Logs None 2 minutes Receiving/
documents and Releasing Staff
forwards to the Administrative
next office Services Unit
concerned.
U0 CrO00O0
TOTOOO 00000 D D00 oo
Mt
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This procedure applies to all requests for personnel-related documents of
Permanent/Temporary/Contractual Employees, Job Orders, Lecturers and Part-timers.

O (OO e
D ImmmOom
0 OOk MO0
1E§§jjégmmm G2G - Government to Government
BRI RmERnuEN All TSU Personnel
OD00000OTImMODROODOROMOOTOO
1. Properly accomplished Request Slip
Form (TSU-ASU-SF-30)
(1 Original Copy)

Administrative Services Unit (ASU)

Simple

0 DOROMTOMODOROO
Administrative Services Office

IR _ — 0000d0OC ODROOOODmOLC OOROODOO
DO0mMOTOINTOOOO 000000MmOTmaog O0mODC TMOO ROOOO0O00mO0D
1. Submits 1.1 Receives None 3 minutes Receiving/

properly filled- properly Releasing Staff
out Request accomplished slip Administrative
Slip Form. and confirms Services Unit

other detalils, if

necessary.

1.2 Forwards the slip None 1 minute Receiving/
to the Releasing Staff
administrative Administrative
staff in-charge. Services Unit

1.3 Prepares, prints, None 4 hours Administrative
and countersigns Staff
the document Administrative
based on the Services Unit
information found.

1.4 Signs the None 1 minute Head
document/s. Administrative

Services Unit

2. Acknowledges | 2. Logs the None 1 minute Receiving/
receipt of document/s. Releasing Staff
documents by Administrative
signing in the Services Unit
outgoing
logbook.
(I I e I T
TOTOOO 00000 Mt
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The service allows TSU employees to access the transactions relative to Executive Order
No. 2, Freedom of Information Act.

U LI e L

D MmO

Records and Archives Unit (RAU)

O OO oD

Highly Technical

TOOOmm
TrOOOO MO0

G2G - Government to Government

RERNIENNENNIEE Al TSU Employees
OD00000TIN DROODOOROMOOTOO
1. Accomplished Freedom of Information
(FOI) Request Form
TSU-RAU-SF-07 (2 Original Copies)

0 OOROTOMOOOROO

Records and Archives Unit

00000 0C ODROOOODOmO OOROO OO
O0mOTWTOOOO| 000000M@aTmoac O0mOmC TMOO ROOOOOO0MmOOC
1. Submit 1. Receives and None 10 minutes Staff
accomplished conducts the initial Records and
Freedom of evaluation of the Archives Unit
Information submitted form.
Request Form
to the Records Note: If the form is
and Archives incompletely filled FOI Officer
Unit Office. out, deny the Tarlac State
request. University
2. Receive the 2.1 Retrieves and None 15 working Staff
available record releases the days Records and
or information. information, if Archives Unit
available, upon
the approval of
the Unit Head.
FOI Officer
2.2 F;Lebprﬁir tiso?nd Tarlgc St.ate
Freedom of University
Information
reports.
LU Cr 000
TOTOOm 00000 D OO0 oo
Mt

* The total turnaround time includes processing of request/s needing highly technical

procedures.
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The service allows employees responsible in the disposal of records or use of storage to
strictly comply with the National Archives of the Philippines (NAP) General Disposition
Schedule (GRDS) and TSU Records Disposition Schedule (RDS).

Note: The Records and Archives Unit conducts yearly monitoring based on the General
Disposition Schedule and Records Disposition Schedule. And the actual monitoring
depends on the retention time of the documents.

0 OmOm— 0D (MmO

O OO Mo
TOOOmm

TrO0OO MO0

0 000 OO

Records and Archives Unit (RAU)

| Complex

G2G - Government to Government

O00000MTIMOROOOROMOOTOO

1. Accomplished Request for Authority to

Dispose of Records or Use of Storage
Form TSU-RAU-SF-05

O0mOTmWTOOOO0| 000000moTon oaC

2 Original Copies

All TSU Employees

OOD0d0C OROOCOOOmMOO
OOmodC

TIMI[

0 DORODITUMUIUOUIRON
Records and Archives Unit

ROOOODOOODOON

OOROOOCO

disposal in
charge shall
conduct regular

monitoring based

on the General
Disposition
Schedule and
Records
Disposition
Schedule.

1. Submit the 1.1Reviews the None 1 working day Staff
accomplished completeness of Records and
and duly signed the submitted Archives Unit
Request for form.

Authority to 1.2 e d (00T None Staff
Dispose of transfer to the Records and
Records or Use disposal. [} Archives Unit
of Storage to Tt transfer
the Record and to storage area
Archives Unit. depending upon

the capacity of

Records and

Archives Unit

designated area.

2. Receive One 2.1Dispatches one None 1 working day Staff
(1) copy of the (1) copy of the Records and
signed Request signed Records Archives Unit
for Authority to and Archives
Dispose of Unit Form to the
Records or Use requestor and
of Storage file one (1) copy
Form. for Records and

Archives Unit.
2.2 The storage and None 1 working day | Staff and Head

Note: The actual
monitoring
depends on the
retention time of
the documents.

Records and
Archives Unit
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2.3At least once a
year, Records
and Archives
Unit shall
prepare the
Request for
authority to
dispose using
National
Archives of the
Philippines Form
No. 3, for the
signature of the
University
President and
approved by the
National
Archives of the
Philippines
Executive
Director, thru the
Records
Management
Services
Division.

None

1 working day

Note: The total
processing time
for the
evaluation and
approval of
National
Archives of the
Philippines is 3
months.

2.40nce approved,
prepare a letter
addressed to the
National
Archives of the
Philippines
Executive
Director, inviting
National
Archives of the
Philippines
representative
for the date of
actual disposal
and availment of
their accredited
buyer.

2.5Prepares
invitation letter to
the Commission
on Audit resident
auditor and
Internal Audit
Service as
witness.

None

1 working day

Head
Records and
Archive Unit

2.6 Proceeds on the
sale of Valueless
records
(disposal) shall
be receipted at

None

1 working day

Staff
Cashiering Unit
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the Cashiering
Office

TOTOO]
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U D00
D]

[

Note: The service is covered by the National Archives of the Philippines General Circular
Number 1 - “Rules and Regulations Governing the Management of Public Records and
Archives Administration” and “General Records Disposition Schedule”.

199

Arrsa®



AIE ()
‘2

S
N

1906

$ARLA

Supply and Property Management Unit

External Services
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1. Processing of Request for the Receipt, Inspection and Acceptance of
Deliveries of Supplies, Materials and Equipment

The service allows the receiving, inspection, and acceptance of deliveries of supplies,
materials, and equipment.

gif\f/li(;ieo?\r: Supply and Property Management Unit (SPMU)
Classification: Highly Technical
Type of . G2B — Government to Business Entity/ies
Transaction:
Who may avail: Suppliers/Contractors
CHECKLIST OF REQUIREMENTS | WHERE TO SECURE
1. Approved Purchase Order/ Work Procurement Unit
Order (1 Original Copy)
2. Invoice/ Delivery receipt The client will provide.
(1 Original Copy)
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Suppliers 1. Checks None 20 minutes Supplies and
present completeness of Materials Staff
required documents
documents for Property, Plant
the delivery of and Equipment
items in the Staff
office of Supply
and Property Supply and
Management Property
Unit. Management
Unit
. Delivery of 2.1Checks and None 1 working day Supplies and
Item/s receives delivery Materials Staff
of item/s if in
conformity with Property, Plant
the specifications and Equipment
indicated in the Staff
Purchase Order /
Work Order; Supply and
count the items Property
delivered. Management
Unit
Note: For cases
of non-
conformity with
the
specifications,
return item to the
supplier.

2.2 Prepares and None 30 minutes Supplies and
issues Request Materials Staff
for Inspection-to-

Inspection Property, Plant
Committee and Equipment
Member/s Staff
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Supply and
Property
Management
Unit
2.3Prepares None 2 working days Supplies and
Inspection and Materials Staff
Acceptance
Report (IAR) for Property, Plant
delivered items and Equipment
Staff
Supply and
Property
Management
Unit
2.4Checks and None 1 working day Inspection
inspects the Committee
item/s if in Member/s
conformity with Supply and
the specifications Property
indicated in the Management
Purchase Order / Unit
Work Order;
Signs Inspection
and Acceptance
Report
None 5 hours Supplies and

2.5Accepts the Materials Staff

item/s delivered;
signs Inspection
and Acceptance

Property, Plant
and Equipment

Report (IAR); Staff
furnlshe_d copy of Committee
Inspection and
Member/s
Acceptance
Supply and
Report to
Property
concerned
: Management
offices i
Unit
2.6 Post delivered None 2 working days Supplies and
items manually Materials Staff
and
electronically in Property, Plant
the and Equipment
property/stock/le Staff
dger card and
supply inventory Supply and
system Property
Management
Unit
2.7Prepares None 3 working days Clerk
Disbursement Head
Voucher (DV); Supply and
checks and Property
validates
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attachments;
forwards
Disbursement
Voucher to end-
user to certify
expenses
incurred under
his/her direct

Management
Unit

supervision;
forward to the
Accounting
Office
9 Working
Total: None Days, 5 Hours,
& 50 Minutes
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2. Disposal of Used/ Unserviceable Supplies, Material and Equipment
Through Public Action

The service allows the disposal of used/unserviceable supplies, materials, and
equipment upon the approval of required documents.

gif\f/ligieo?]r: Supply and Property Management Unit (SPMU)
Classification: Highly Technical
Type of . G2B — Government to Business
Transaction:
Who may avail: Business Enterprises
CHECKLIST OF REQUIREMENTS | WHERE TO SECURE
1. Mayors Permit (1 Certified Photocopy) | Municipal Office
2. Latest Income Tax Return Bureau of Internal Revenue
(1 Certified Photocopy)
3. Sealed Bid Documents Bids and Awards Committee on Disposal
(1 Set Original Copy) Secretariat
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Inquiries/ 1. Issues biding None 30 minutes Disposal Staff
Secures documents to Disposal
bidding interested Secretariat
guidelines bidder/s Supply and
Property
Management
Unit
2. Inspection of 2. Supervise the None 2 working days | Disposal Staff
Items inspection of Supply and
items for Property
disposal Management
Unit
3. Attend Public 3. Conducts public None 4 hours Bids and
Auction auction through Awards
Conference sealed public Committee on
bidding or when Disposal
circumstances Supply and
warrant by viva Property
voce Management
Unit
4. Submit sealed | 4.10pening of Bids None 4 hours BAC Secretariat
bid in the office Supply and
of Supply and Property
Property Management
Management Unit
Unit 4.2 Evaluation of None 7 working days Bids and
Bids Awards
Committee
Disposal
Supply and
Property
Management
Unit
5. Receive Notice | 5. Prepares and None 3 working days Secretariat
of Award and Issues Notice of
Proceed Awards and
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Proceed to the
winning bidder

Bids and
Awards
Committee

Supply and
Property
Management
Unit

6. Payment of Bid

Amount

. Receives

payment and
issues Official
Receipt

Bid
Amount

5 working days

Note: Upon
receipt of
Notice of

Award and
Notice to
Proceed

Cashiering Staff
Cashiering Unit

7. Submit Official

Receipt

. Records Official

Receipt,
prepares and
issues gate pass

None

4 hours

Secretariat
Bids and
Awards

Committee on
Disposal

Disposal Staff
Supply and
Property
Management
Unit

. Hauling of
used/
unserviceable
items

. Checks and

verifies items
and documents

None

5 working days

Note: Upon full
payment

Disposal Staff
Supply and
Property
Management
Unit

Staff
Janitorial and
Grounds
Services Unit
or
Staff
Civil Security
Unit

TOTAL:

Bid
Amount

23 working
days, 2 hours,
& 30 minutes
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Internal Services

206



ATE
<% Jo

$ARLA

1906

1. Processing of Request for the Requisition and Issuance of Supplies,
Materials, and Equipment

The service allows the requisition and issuance of supplies, materials, and equipment to
end user/s.

Office or
Division:
Classification: Complex
Type of

Transaction:
Who may avail: Respective End-Users

CHECKLIST OF REQUIREMENTS |

Supply and Property Management Unit (SPMU)

G2G- Government to Government

WHERE TO SECURE

1. Accomplished Requisition and Issue Supply and Property Management Unit
Slip (RIS) Downloadable at the TSU Website:
(3 Original Copies) https://www.tsu.edu.ph/media/hw1j3hyp/requit
(1 Photocopy for items to be ion-and-issue-slip.docx
transferred to other campus
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. For 1.1Receives None 5 minutes Receiving Staff
Requisition of Requisition Slip
Supplies, for stock Supply and
Materials and availability Property
PPE: |nqu|ry Management
Submits Unit
;c;compl_lshed_ 1.2Checks None 3 hours Supply And
quisition Slip T )
to the office of availability of Materials Staff
Supply and stocks Property, Plant
Property and Equipment
Ma_nagement Staff
Unit.
Supply and
Property
Management
Unit
1.3 Certifies non- None 3 hours and 10 Head
availability of minutes Supply and
stocks and return Property
to Requisitioning Management
officer the Unit
Requisition and
Issue Slip for
preparation of
Purchase
Request
2. ForlIssuance: | 2. For Supplies None 1 working day Supply And
Receives and Materials, Materials Staff
notice for PPE, and Semi-
available item/s Expendable Property, Plant
PPE: and Equipment
Prepares and Staff
issue notice to Supply and
Property
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end-user/s for Management
the availability of Unit
item/s per fund
cluster
3. Present duly 3.1Checks, None 2 hours Receiving Clerk
accomplished approves, and Head
Requisition and records the Supply And
Issue Slip (RIS) availability of Materials Staff
for supplies, items
materials, and Supply and
equipment Property
Management
Unit
3.2For None 1 working day Monitoring &
Construction Validation Staff
Materials:
Validates items Supply and
requested for Property
construction/ Management
fabrication/ Unit
repairs by
administration
3.3For Semi- None 1 working day Supply And
Expendable and 5 hours Materials Staff/
PPE and for PPE Staff Head
Semi-
Expendable Property, Plant
Supplies and and Equipment
Materials: Staff
Prepares and Supply and
signs Inventory Property
Custodian Slip Management
Unit
3.4For PPE: None 2 working days Head
Prepares and
signs Property Supply and
Acknowledgeme Property
nt Receipt (PAR) Management
Unit
4. Receipt of 4.1For Supplies None 1 working day Supply And
items and Materials: Materials Staff
Checks, counts Supply and
and issue items Property
to end-user/s Management
Unit
4.2For PPE and None 2 working days | Property, Plant
Semi- and Equipment
Expendable Staff
PPE: Supply and
Checks, counts Property
and issue items Management
to end-user/s Unit
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4.3For Supplies, None 1 working day Supply And
Materials, PPE Materials Staff
and Semi-
Expendable Property, Plant
Supplies, and Equipment
Materials and Staff
PPE: Supply and
Post issued Property
items manually Management
and Unit
electronically in
the
property/stock
card and supply
inventory system
4.4 Preparation and None 3 hours SPMU
submission of Accounting
Report of
Supplies and
Materials Issued
and Report of
Semi-
Expendable
Property Issued
to the
Accounting
Office
3 Working
Total In Supplies, And Materials: None Days, 8 Hours,
& 10 Minutes
Total In Semi-Expendable: Supplies 6 Working
and Materials, and PPE: None Days, 3_Hours
' ' & 10 Minutes
. . 4 Working
Total In Supplles(,CAonndsl\:I&t:?ircl)?]I)s: None Days, 8_Hours,
' & 10 Minutes
6 Working
Total In PPE: None Days, 5 Hours,
& 10 Minutes
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2. Processing of Request for Issuance of Clearance of Employee Availing
Leave Beyond 30 Days

The service allows the verification and checking of the property accountability of the
teaching and non-teaching personnel who are availing leaves beyond 30 days.

Office or
Division:

Supply and Property Management Unit (SPMU)

Classification:

Client Without Property Accountabilities: Simple
Client with Property Accountabilities: Complex

Client with Property Accountabilities and With Missing

Accountabilities: Complex

Type of
Transaction:

G2G — Government to Government

Who may avail:

CHECKLIST OF REQUIREMENTS
1. Clearance Form (3 Original Copy)

CLIENT STEPS  AGENCY ACTIONS

Teaching and Non- Teaching with Plantilla ltems

Office

WHERE TO SECURE
Human Resource Development Management

Downloadable at the TSU Website:
https://www.tsu.edu.ph/media/ksslcbls/cs-

form-07-clearance-form.pdf
FEES TO PROCESSING

BE PAID TIME

RESPONSIBLE

PERSON

1. Forwards the 1.1 Receives None 3 minutes Property, Plant
Clearance accomplished and Equipment
Form for clearance form Staff
signature to the
office of Supply Supply and
and Property Property
Management Management
Unit. Unit

1.2 Verifies property None 10 minutes Property, Plant
accountability of and Equipment
client Staff

Supply and
Property
Management
Unit

2. Request to 2. For Client None 1 minute Receiving Clerk
check property Without
accountability. Property Supply And

Accountability: Materials Staff

Signs the

clearance Head

For Client with Supply and

Accountability: Property

Checks and Management

verifies property Unit

accountability None 3 working days | Property, Plant
and Equipment

For Client with Inventory Staff

Missing

Property Head

Accountability:
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Prepares and Supply and
computes the Property
book value if Management
there are missing Unit
property None 2 working days | Property, Plant
accountabilities and Equipment
Inventory Staff
Supply and
Property
Management
Unit
Accounting Staff
Inventory
Committee
. Client with 3. Receives None 5 minutes Cashiering Staff
Missing notarized Report Cashiering Unit
Property of Lost, Stolen,
Accountabiliti Damaged or
es: Destroyed
Prepares Property/ Report
Report of Lost, of Lost, Stolen,
Stolen, Damaged or
Damaged or Destroyed Semi-
Destroyed Expendable
Property/ Property
Report of Lost,
Stolen,
Damaged or
Destroyed
Semi-
Expendable
Property
. Payment of 4. Receives Amount 2 hours Cashiering Staff
corresponding payment and of Cashiering Unit
amount issue Official assessed
Receipt missing
accounta
bility/ies
. Submit 5.1 Records Official None 5 minutes Inventory Staff
photocopy of Receipt
Official Receipt Supply and
as proof of paid Property
accountability Management
Unit
5.2Drop paid items None 5 hours Property, Plant
from the and Equipment
Inventory Staff
System
Supply and
Property
Management
Unit
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Total Of Client Without Prqurty None 15 Minutes
Accountabilities:
Amount
Total Of Client with Property of 3 Days, & 15
L - 7 | assessed :
Accountabilities: Minutes
accounta
bility/ies
Amount
Total Of Client with Property assgésed 5 Working
Accountabilities and With Missing missin Days 7 Hours,
Accountabilities: 9 | & 25 Minutes
accounta
bility/ies

Note: The total fees to be paid by the client with property accountabilities and with missing
accountabilities is based on the computed book value of the item.
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3. Processing of Request for Physical Inventory of Property
Accountabilities

This service allows the client to request special inventory of property accountabilities.

Office or
Division:
Classification:
Type of
Transaction:

Who may avail:

1906

Supply and Property Management Unit (SPMU)

Complex

G2G — Government to Government

CHECKLIST OF REQUIREMENTS

End-users/ Accountable Officers

WHERE TO SECURE

1. Accomplished Request Slip Supply and Property Management Unit/

(1 Original Copy) Downloadable at the TSU Website:
https://www.tsu.edu.ph/media/yjufpfkr/tsu-sup-
sf-06-request-slip.docx
FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit 1.1Receives, None 10 minutes Inventory Staff
accomplished Records and Head

Request for Approves Supply and

Inventory to the Request for Property

office of Supply Inventory Management

and Property Unit

Management

Unit.

1.2Prepares None 10 minutes Inventory Staff
checklist/ Supply and
summary list and Property
set schedule for Management
Inventory Unit
2. Attends set 2.1 Conducts None 4 working days | Inventory Staff
schedule of Inventory Supply and
Inventory Property
Management
Unit
2.2 Prepares report None 2 working day | Inventory Staff
on the conducted Inventory
Inventory which Committee
includes list of Supply and
Missing Property Property
Accountabilities Management
Unit
Accounting Staff
Accounting Unit
3. If there are 3. Checks and None 5 minutes Inventory Staff
missing receives Supply and
property notarized Report Property
accountabiliti of Lost, Stolen, Management
es: Damaged or Unit

Prepares Destroyed

Report of Lost, Property/ Report

Stolen, of Lost, Stolen,
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Damaged or Damaged or
Destroyed Destroyed Semi-
Property/ Expendable
Report of Lost, Property
Stolen,
Damaged or
Destroyed
Semi-
Expendable
Property
. Settles missing | 4.1Receives Assessed 10 minutes Cashiering Staff
property payment for the | amount Cashiering Unit
accountabilities assessed of
and submits amount of missing
Official missing property | property
Receipts or accountabilities | accounta
replacement of bilities
lost items as
proof of
settlement
4.2 Receives and None 5 minutes PPE Staff
Records proof of Supply and
settlement Property
Management
Unit
4.3 Drops property in None 5 hours PPE Staff
the database/ Supply and
Inventory Record Property
Management
Unit
TOTAL Without missing property None SWorklng
accountabilities: ays and 20
minutes
Amount 6 working
of days 5 hours
assesse and 40
TOTAL With missing accountabilities: . d. minutes
missing
account
ability/ie
S
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4. Processing of Request to Return to Stock Serviceable Properties That
Are No Longer Needed by the End-User

The service allows to return the properties that are still serviceable but no longer needed
by the end-user to the Supply and Property Management Unit.

Office or Supply and Property Management Unit (SPMU)
Division:

Classification: Simple

Type of G2G — Government to Government
Transaction:

WAL UEYEVZ A End-users/ Accountable Officers

CHECKLIST OF REQUIREMENTS
1. Accomplished Request Slip

(1 Original Copy)

WHERE TO SECURE
Supply and Property Management Unit/
Downloadable at the TSU Website
https://www.tsu.edu.ph/media/yjufpfkr/tsu-
sup-sf-06-request-slip.docx
Facility Maintenance Unit

2. Fully Accomplished Inspection Report
(1 Original Copy)

CLIENT STEPS | AGENCY ACTIONS

FEES
TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Submits 1.1Receives, None 10 minutes Receiving Staff
accomplished checks and
Request Slip Approves Inventory Staff
with attached Request to
Inspection Return Head
Report to the properties
office of Supply Supply and
and Property Property
Management Management
Unit Unit
1.2Prepares and None 30 minutes Inventory Staff
Issue Pull out
Receipt Supply and
Property
Management
Unit
2. Receives pull 2.1Pull out the None 2 working days | Inventory Staff
out Receipt properties to be
returned Supply and
Property
Management
Unit
2.2Prepares None 1 hour Inventory Staff
Inventory
Transfer Report / Head
Property Supply and
Transfer Report Property
to the Supply Management
Officer and put Unit
label on the
returned items
using the
number indicated
on the Inventory
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Transfer Report /
Property

Transfer Report
2 Working
_ Days,
TOTAL: | None |9 our, & 40
Minutes
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5. Processing of Request to Transfer Property Accountabilities

The service allows the proper turn over or transfer of property accountability from one
end-user to another end-user.

Office or Supply and Property Management Unit (SPMU)
Division:

Classification: Simple

Type of . G2G — Government to Government
Transaction:

WAL UEYEVZ A End-users/ Accountable Officers
CHECKLIST OF REQUIREMENTS

1. Accomplished Request Slip
(1 Original Copy)

WHERE TO SECURE
Supply and Property Management Unit/
Downloadable at the TSU Website
https://www.tsu.edu.ph/media/yjufpfkr/tsu-
sup-sf-06-request-slip.docx

Facility Maintenance Unit

2. Fully Accomplished Inspection Report
1 Original Cop

FEES
CLIENT STEPS | AGENCY ACTIONS TOBE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Submits 1.1Receives, None 10 minutes Receiving Staff
accomplished checks and Inventory Staff
Request to Approves Head
Transfer Request to Supply and
/Request Slip Transfer of Property
with attached Property Management
fully Accountabilities Unit
accomplished
Inspection 1.2Prepares None 1 hour Inventory Staff
Report to the Inventory Head
office of Supply Transfer Receipt Supply and
and Property for Semi- Property
Management Expendable Management
Unit. Property, Plant Unit

and Equipment
and Property
Transfer Receipt
for Property,
Plant and
Equipment items

1.3Prepares None 1lhour Property, Plant
Inventory and Equipment
Custodian Slip Staff
for Semi-
Expendable Head
Property, Plant
and Equipment Supply and
and Property Property
Acknowledgeme Management
nt Receipt for Unit
PPE items to the
new End-user
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1.4Prepares and None 5 hours Inventory and
Issue notice to Property, Plant
pull out items and Equipment
from the Staff
previous end- Supply and
user Property
Management
Unit
. Receives 2. Pull out items to None 1 working day Inventory and
notice to pull be transferred to Property, Plant
out items to be new end user and Equipment
transferred Staff
Supply and
Property
Management
Unit
. Receives items | 3. Transfer items None 1 working day Inventory and
for Transfer and issue Property, Plant
and Inventory Inventory and Equipment
Custodian Custodian Slips/ Staff
Slips/ Property Property
Acknowledgem Acknowledgeme Supply and
ent Receipts nt Receipts to Property
new end-user Management
Unit
2 Working
) Days
TOTAL: None 7 Hours And
10 Minutes
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6. Processing of Request to Condemn Unserviceable Property
Accountabilities

This service allows clients to submit requests to condemn unserviceable and/or no
longer needed properties.

Office or
Division:
Classification:
Type of
Transaction:
Who may avail: End-users/ Accountable Officers
CHECKLIST OF REQUIREMENTS
1. Accomplished Request Slip
(1 Original Copy)

Supply and Property Management Unit (SPMU)

Complex

G2G — Government to Government

WHERE TO SECURE
Supply and Property Management Unit/
Downloadable at the TSU Website
https://www.tsu.edu.ph/media/yjufpfkr/tsu-sup-
sf-06-request-slip.docx

Facility Maintenance Unit

2. Fully Accomplished Inspection Report
(1 Original Copy)

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit 1.1Receives, None 10 minutes Receiving Staff
accomplished checks, and
Request to approves Disposal Staff
Condemn/ Request to
Request Slip condemn Head
with attached unserviceable
fully properties Supply and
accomplished Property
Inspection Management
Report to the Unit
office of Supply | 1.2Prepares and None 1 working day Disposal Staff
and Property issue pull out slip
Management to the end-user Supply and
Unit. Property
Management
Unit
1.3Pull out item/s to None 1 working day Disposal Staff
condemn then
transfer the item Supply and
to the storage Property
room for disposal Management
Unit
1.4Prepares None 1 working day Disposal Staff
ITR/PTR to the
Supply Officer Head
and label the
condemn Supply and
properties using Property
the number Management
indicated on the Unit
ITR/PTR
3 Working
TOTAL: None Days, & 10
Minutes
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The service allows offices and colleges of the university to submit Purchase Request or
Job Order and be processed according to the law (RA 9184).

O MO

D MmO

Procurement Unit - Planning & Canvassing Division

O IDOOIC MO0

Highly Technical

TOOOmm
TrOO0O0R MO0

G2B — Government to Business Entity/ies
G2G — Government to Government

RIRENIREIENNIEE TSU Units, Offices and Colleges

OO000D00MTIMODROOOMROMOOTOO
1. Accomplished Request for Funding
Form (3 Original Copies)

0 DOROUmIOOORDOO
Budget Monitoring Unit

2. Accomplished Purchase Request Form
(3 Original Copies)

Downloadable from TSU Portal
(https://www.tsu.edu.ph/media/2vynentz/purc
hase-request.xlsx)

3. Requisition and Issue Slip
(3 Original Copies)

Downloadable from TSU Portal
https://www.tsu.edu.ph/media/hwl1ij3hyp/requit

ion-and-issue-slip.docx

4. Accomplished Job Order Form
(3 Original Copies)

Downloadable from TSU Portal
(https://www.tsu.edu.ph/media/klnloiyn/job-
order.docx)

5. Purchase Request (5 Original Copies)

Contract Management Division, Procurement
Unit

6. Job Order (3 Original Copies)

Contract Management Division, Procurement
Unit

O0mOTmTOO0O

7. For Infrastructure Projects, Designs
or Layout (if applicable

000000MmOTooac obEonra

- 0omomC

The client will provide

OOROOCO
ROOOODOOmMOOO

OROOOODOMNO
TIMO[

1. Submit all 1.1 Receives the None 5 minutes Receiving Clerk
requirements and| approved Procurement
present all Purchase Request Unit - Planning
original copies to | or Job Order along & Canvassing
the receiving with the supporting Division
Staff-in-Charge of documents and
the Procurement | attached form for
Unit. the number of

days to process:
Period of Action-
SF 076.

1.2 Forwards the None 5 minutes Receiving Staff
Approved Procurement
Purchase Request Unit - Planning
/ Job Order to the & Canvassing
Bids and Awards Division
Committee (BAC)

Secretariat Section
for processing.

1.3 Affixes control None 5 minutes Secretariat
number on the Procurement
Approved Unit — Bids and
Purchase Request Awards

Committee
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(PR) / Job Order
(JO).

Secretariat
Division

Staff-in-Charge

Procurement
Unit — Bids and
Awards
Committee
Secretariat
Division
1.4 Forwards the None 10 minutes Secretariat
approved Procurement
Purchase Request Unit — Bids and
(PR) / Job Order Awards
(JO) to the Bids Committee
and Awards Secretariat
Committee (BAC) Division
Chair for the
identification of Staff-in-Charge
mode of Procurement
procurement. Unit — Bids and
Awards
Committee
Secretariat
Division
1.5 Forwards the None 10 minutes Document
approved Controller
Purchase Request Procurement
(PR) / Job Order Unit
(JO) to the
Document Control Secretariat
Coordinator for the Procurement
preparation of Unit — Bids and
Request for Awards
Quotation and Committee
retains documents Secretariat
for processing Division
under public
bidding. Staff-in-Charge
Procurement
Unit
1.6 Prepares the None 2 working days Secretariat
bidding documents Procurement
for the processing Unit — Bids and
of request under Awards
public bidding. Committee
Secretariat
Division

Staff-in-Charge
Procurement
Unit — Bids and
Awards
Committee
Secretariat
Division
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1.7 Posts to the None 1 hour Secretariat
PhilGeps website Procurement
those request for Unit — Bids and
public bidding. Awards

Committee
Secretariat
Division
Staff-in-Charge
Procurement
Unit

1.8 Posts requests None 1 hour Staff-in-Charge
to be processed Planning and
under Alternative Canvassing
Mode of Division
Procurement with
below 50,000
ABC.

1.9 Prepares the None Minimum Time: Secretariat
conduct of public 29 working Procurement
bidding for days Unit — Bids and
request/s to be Awards
undertaken Maximum Committee
through public Time: 129 Secretariat
bidding. working days Division
Note: If processed None Minimum Time: | Staff-in-Charge
under Alternative 7 working days Procurement
Mode: Unit
Conduct Maximum
canvassing for Time: 15 Staff-in-Charge
request/s working days Planning and
undertaken Canvassing Unit
through alternative
mode of
procurement.

1.10 Prepares Bids None 30 minutes Secretariat
and Awards Procurement
Committee (BAC) Unit — Bids and
resolutions for Awards
projects completed Committee
which are Secretariat
undertaken Division
through public
bidding and BAC Staff-in-Charge
resolutions for Procurement
request Unit
undertaken
through alternative
mode of
procurement with
an ABC above
50,000

1.11 Forwards the None 1 working day | Staff-in-Charge

sealed quotation of
contractors /

223
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suppliers to the
Technical Working
Group (TWG) -
Technical and
End-User for the
evaluation of
items.

Planning and
Canvassing
Division

1.12 Prepares the None 2 hours Staff-in-Charge
Abstract of Planning and
Quotation for Canvassing
request Division
undertaken
through alternative
mode of
procurement.

1.13 The None 1 working day Document
Canvassing Unit Controller
shall route the Procurement
Abstract of Unit
Quotation for
signing by the BAC
Members.

1.14 Forwards the None 30 minutes Secretariat
completed projects Procurement
undertaken Unit — Bids and
through public Awards
bidding together Committee
with all the Secretariat
supporting Division
documents to the
Contract Mgt. Unit Staff-in-Charge
for the preparation Procurement
of Notice of Award Unit
and Purchase
Order for the
projects
undertaken
through alternative
mode of
procurement.

1.15 Forwards the None 1 working day | Staff-in-Charge
Notice of Award to Contract Mgt.
the Office of the Division
President for
Approval.

1.16 Countersigns None 5 minutes Unit Head
the Purchase Procurement
Order. Unit

1.17 Forwards the None 5 minutes Staff-in-Charge

duly countersigned
Purchase
Order/Work Order
(PO/WO) to the
Budget Office for
obligation for
funds.

Contract Mgt.
Division
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1.18 Issues copy of None 2 working days | Staff-in-Charge
duly approved Contract Mgt.
Notice of Award or Division
Purchase Order or
Work Order to the
suppliers or
contractors for
signing or
confirmation
through phone call
or sending of
scanned copy
through mail.

1.19 Forwards copy None 5 minutes Staff-in-Charge
of duly confirmed Contract Mgt.
Purchase Division
Order/Work Order
(PO/WO) to the
Commission on
Audit.

1.20 Forwards all None 10 minutes Staff-in-Charge
complete Contract Mgt.
documents to the Division
Supply and
Property
Management Unit
(SPMU) for the
fulfillment of
contracts.

1.21 Posts the None 1 hour Secretariat
awarded projects / Procurement
contracts, for Unit — Bids and
transparency, on a Awards
conspicuous place Committee
at the TSU website Secretariat
and on PhilGeps. Division

Staff-in-Charge
Procurement
Unit
Staff-in-Charge
Planning and
Canvassing
Division
Document
Controller
Procurement
Unit
2. Receive 2. Informs the client None 5 minutes Staff-in-Charge
notification on on the approval of Procurement
the approval of their request. Unit

their request.

Staff-in-Charge
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Planning and
Canvassing
Division
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The service allows suppliers and contractors to acquire bidding documents to compete in
the bidding as mandated by the law (RA 9184).

Procurement Unit - Bids and Awards Committee (BAC) Secretariat
D MmO Division
BlRENInE il Simple
T OO0 G2B — Government to Business Entity/ies
TrOOO0R MO0
BEsENENmEENE Al Eligible Business Entity/ies
OD00000MTINOROODOOROMOOTOO
1. Letter of Intent
(1 Original Copy or 1 Electronic Copy)

2. If Paid via Over-the-Counter, Official
Receipt (1 Photocopy)

3. If Paid via Online Banking, Official
Receipt (1 Scanned Copy)

U MO r O

0 OORODTOMMOOOROO
The client will provide

Cashiering Unit

The client will provide

0000000 OROOOOOmMOC OOROOOCO

O0mOTmTOOOO

O00000MmoTom o000

Oomoddd

TMO

ROOOODOODOON

1. Submit all 1.1 Receives the None 5 minutes Staff-in-Charge
requirements Letter of Intent and BAC Secretariat
and present all | other requirements Procurement
original copies. | from prospective Unit

bidders.

1.2 Assesses the None 5 minutes Staff-in-Charge
submitted BAC Secretariat
requirements and Procurement
informs the Unit
contractors /
suppliers on the fee.

2. Pay the fee at | 2. Receives payment Maximum 5 minutes Staff-in-Charge
the Cashiering | and issues Official Cost of Cashiering Unit
Unit. Receipt. Bidding

Document
s Based
on the
Approved
Budget for
the
Contract
(ABC)
(See table
below)

3. Provide 3. Requires the None 5 minutes Staff-in-Charge
photocopy of prospective bidder BAC Secretariat
the Official or supplier a Procurement
Receipt and complete set of Unit
submit bidding documents
complete set and a photocopy of
of bidding the Official Receipt.
documents.
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5,000,000.00

D00 k0
PHP 500,000.00 and below PHP 500.00
More than PHP 500,000.00 up to PHP
1,000,000.00 PHP 1,000.00
More than PHP 1,000,000.00 up to PHP PHP 5.000.00

More than PHP 5,000,000.00 up to PHP
10,000,000.00

PHP 10,000.00

More than PHP 10,000,000.00 up to PHP
50,000,000.00

PHP 25,000.00

More than PHP 50,000,000.00 up to PHP
500,000,000.00

PHP 50,000.00

More than PHP 500,000,000.00

PHP 75,000.00

e O e e e e I I
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The service allows offices and colleges of the university to submit Purchase Request or
Job Order and be processed according to the law (RA 9184).

O MO

D MmO

Procurement Unit - Planning & Canvassing Division

O IDOOIC MO0

Highly Technical

TOOOmm
TrOO0O0R MO0

G2B — Government to Business Entity/ies
G2G — Government to Government

RIRENIREIENNIEE TSU Units, Offices and Colleges

OO000D00MTIMODROOOMROMOOTOO
1. Accomplished Request for Funding
Form (3 Original Copies)

0 DOROUmIOOORDOO
Budget Monitoring Unit

2. Accomplished Purchase Request Form
(3 Original Copies)

Downloadable from TSU Portal
(https://www.tsu.edu.ph/media/2vynentz/purc
hase-request.xlsx)

3. Requisition and Issue Slip
(3 Original Copies)

Downloadable from TSU Portal
https://www.tsu.edu.ph/media/hwl1ij3hyp/requit

ion-and-issue-slip.docx

4. Accomplished Job Order Form
(3 Original Copies)

Downloadable from TSU Portal
(https://www.tsu.edu.ph/media/klnloiyn/job-
order.docx)

5. Purchase Request (5 Original Copies)

Contract Management Division, Procurement
Unit

6. Job Order (3 Original Copies)

Contract Management Division, Procurement
Unit

O0mOTmTOO0O

7. For Infrastructure Projects, Designs
or Layout (if applicable

000000MmOTooac obEonra

- 0omomC

The client will provide

OOROOCO
ROOOODOOmMOOO

OROOOODOMNO
TIMO[

1. Submit all 1.1 Receives the None 5 minutes Receiving Clerk
requirements and| approved Procurement
present all Purchase Request Unit - Planning
original copies to | or Job Order along & Canvassing
the receiving with the supporting Division
Staff-in-Charge of documents and
the Procurement | attached form for
Unit. the number of

days to process:
Period of Action-
SF 076.

1.2 Forwards the None 5 minutes Receiving Staff
Approved Procurement
Purchase Request Unit - Planning
/ Job Order to the & Canvassing
Bids and Awards Division
Committee (BAC)

Secretariat Section
for processing.

1.3 Affixes control None 5 minutes Secretariat
number on the Procurement
Approved Unit — Bids and
Purchase Request Awards

Committee
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(PR) / Job Order
(JO).

Secretariat
Division

Staff-in-Charge

Procurement
Unit — Bids and
Awards
Committee
Secretariat
Division
1.4 Forwards the None 10 minutes Secretariat
approved Procurement
Purchase Request Unit — Bids and
(PR) / Job Order Awards
(JO) to the Bids Committee
and Awards Secretariat
Committee (BAC) Division
Chair for the
identification of Staff-in-Charge
mode of Procurement
procurement. Unit — Bids and
Awards
Committee
Secretariat
Division
1.5 Forwards the None 10 minutes Document
approved Controller
Purchase Request Procurement
(PR) / Job Order Unit
(JO) to the
Document Control Secretariat
Coordinator for the Procurement
preparation of Unit — Bids and
Request for Awards
Quotation and Committee
retains documents Secretariat
for processing Division
under public
bidding. Staff-in-Charge
Procurement
Unit
1.6 Prepares the None 2 working days Secretariat
bidding documents Procurement
for the processing Unit — Bids and
of request under Awards
public bidding. Committee
Secretariat
Division

Staff-in-Charge
Procurement
Unit — Bids and
Awards
Committee
Secretariat
Division
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1.7 Posts to the None 1 hour Secretariat
PhilGeps website Procurement
those request for Unit — Bids and
public bidding. Awards

Committee
Secretariat
Division
Staff-in-Charge
Procurement
Unit

1.8 Posts requests None 1 hour Staff-in-Charge
to be processed Planning and
under Alternative Canvassing
Mode of Division
Procurement with
below 50,000
ABC.

1.9 Prepares the None Minimum Time: Secretariat
conduct of public 29 working Procurement
bidding for days Unit — Bids and
request/s to be Awards
undertaken Maximum Committee
through public Time: 129 Secretariat
bidding. working days Division
Note: If processed None Minimum Time: | Staff-in-Charge
under Alternative 7 working days Procurement
Mode: Unit
Conduct Maximum
canvassing for Time: 15 Staff-in-Charge
request/s working days Planning and
undertaken Canvassing Unit
through alternative
mode of
procurement.

1.10 Prepares Bids None 30 minutes Secretariat
and Awards Procurement
Committee (BAC) Unit — Bids and
resolutions for Awards
projects completed Committee
which are Secretariat
undertaken Division
through public
bidding and BAC Staff-in-Charge
resolutions for Procurement
request Unit
undertaken
through alternative
mode of
procurement with
an ABC above
50,000

1.11 Forwards the None 1 working day | Staff-in-Charge

sealed quotation of
contractors /
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suppliers to the
Technical Working
Group (TWG) -
Technical and
End-User for the
evaluation of
items.

Planning and
Canvassing
Division

1.12 Prepares the None 2 hours Staff-in-Charge
Abstract of Planning and
Quotation for Canvassing
request Division
undertaken
through alternative
mode of
procurement.

1.13 The None 1 working day Document
Canvassing Unit Controller
shall route the Procurement
Abstract of Unit
Quotation for
signing by the BAC
Members.

1.14 Forwards the None 30 minutes Secretariat
completed projects Procurement
undertaken Unit — Bids and
through public Awards
bidding together Committee
with all the Secretariat
supporting Division
documents to the
Contract Mgt. Unit Staff-in-Charge
for the preparation Procurement
of Notice of Award Unit
and Purchase
Order for the
projects
undertaken
through alternative
mode of
procurement.

1.15 Forwards the None 1 working day | Staff-in-Charge
Notice of Award to Contract Mgt.
the Office of the Division
President for
Approval.

1.16 Countersigns None 5 minutes Unit Head
the Purchase Procurement
Order. Unit

1.17 Forwards the None 5 minutes Staff-in-Charge

duly countersigned
Purchase
Order/Work Order
(PO/WO) to the
Budget Office for
obligation for
funds.

Contract Mgt.
Division
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1.18 Issues copy of None 2 working days | Staff-in-Charge
duly approved Contract Mgt.
Notice of Award or Division
Purchase Order or
Work Order to the
suppliers or
contractors for
signing or
confirmation
through phone call
or sending of
scanned copy
through mail.

1.19 Forwards copy None 5 minutes Staff-in-Charge
of duly confirmed Contract Mgt.
Purchase Division
Order/Work Order
(PO/WO) to the
Commission on
Audit.

1.20 Forwards all None 10 minutes Staff-in-Charge
complete Contract Mgt.
documents to the Division
Supply and
Property
Management Unit
(SPMU) for the
fulfillment of
contracts.

1.21 Posts the None 1 hour Secretariat
awarded projects / Procurement
contracts, for Unit — Bids and
transparency, on a Awards
conspicuous place Committee
at the TSU website Secretariat
and on PhilGeps. Division

Staff-in-Charge
Procurement
Unit
Staff-in-Charge
Planning and
Canvassing
Division
Document
Controller
Procurement
Unit
2. Receive 2. Informs the client None 5 minutes Staff-in-Charge
notification on on the approval of Procurement
the approval of their request. Unit

their request.

Staff-in-Charge
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Planning and
Canvassing
Division
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This service allows all stakeholders to gain access in reviewing the footages inside the
university at a given place and time for the purpose of investigation.

0 (MOTr Civil Security Unit (CSU)

D MmO

O IDOOIC MO0 Highly Technical

TOOOmm G2C - Government to Citizen

TrOO0O0# MO0 G2B — Government to Business Entity/ies
G2G - Government to Government

R EEningy All

DO00000MTIMODROODOOMROMOOTOO \ O O0OROJTOMIMOOORDOO

1. Request Letter (1 Original Copy) The client will provide
2. Approved Letter Subject for
Investigation (1 Original Cop

ODmMOTImMTOOOOD | 000000mMmOTmoDoo

Data Privacy Officer
DDD[D’[% OROOOOO0mMOC OOROOOO

0omom TIMLIL ROODOOO0mMOOG
1. Submit the 1. Accepts the None 5 minutes Administrative

documentary document and Aide
requirements to asks information
the Civil for further Unit Head
Security Unit. verification.

Chief for

Operation

Security Guard

on Duty
Civil Security
Unit
2. View on the 2. Flashes and None Administrative
monitor the reviews the CCTV Aide
requested footage in given
footage. specific location Unit Head
and time.
20 working Chief for
days Operation
Security Guard
on Duty
Civil Security
Unit
3. Submit the 3. Accepts the None Administrative
approved letter approved letter Aide
subject for and provides the
investigation. specific footage/s Unit Head
needed as
evidence. Chief for
Operation

Assistant Head

Unit Head
Civil Security
Unit
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4. Accomplish the | 4. Provides the log None 1 minute Administrative
information in sheet. Aide
the log sheet
before leaving Unit Head
the office.
Chief for
Operation
Security Guard
on Duty
Civil Security
Unit
W RN L0 D L]
TOTOO D 0O0m o
Mt

e e e e I e e
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This service allows all stakeholders to resolve their complaints inside the university.

RINIERNN 3 JINNEEN Civil Security Unit (CSU)
O OO MO0 Highly Technical
TOOOmm G2C - Government to Citizen
TrOOOO 0000 G2G - Government to Government
RjENIaNmannigl Al Stakeholders
O00000MTIMOROODOOROMOOTOO \ O O0OROTOMIMOOORDOO
1. Letter of Complaint The client will provide
(1 Original Copy and 1 Duplicate Copy)
% ODOO0O0C DROOODOmAOC DOROODOO
O0moOTMmTOOOO | 000O000maTmoo O0mOmC TM O ROOOOOOMOD
1. Submit the 1.1 Accepts the None 1 minute Administrative
needed document and Aide &
document. inputs transaction Unit Head
or control number. Civil Security
1.2 Gathers None 15 minutes Security Guard
information from on Duty or
the complainant Assistant Head
and other factors. or
Chief for
Operation or
Shift in-Charge
Civil Security
Unit
2. Wait for the copy | 2.1 Prepares spot None 7 minutes Security Guard
of complaint form report and blotter on Duty or
received by the in the security Assistant Head
investigator. activity logbook. or
Chief for
Operation or
Shift in-Charge
Civil Security
Unit
2.2 Endorses to None 20 working Security Guard
higher authority If days on Duty or
the findings have Assistant Head
probable cause. or
If not, amicable Chief for
settlement is Operation or
observed as an Shift in-Charge
option. Civil Security
Unit
. Receive call or 3. Informs client on None 5 minutes Security Guard
text message the status of the on Duty or
once settled and complaint. Assistant Head
findings are or
ready about the Chief for
complaint. Operation or
Shift in-Charge
Civil Security
Unit
L0 D CICE]
TOTOOOm 00000 DT
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* The total turnaround time considers the severity of the complaint being investigated.
W
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This service allows all stakeholders to gain access in reviewing the footages inside the
university at a given place and time for the purpose of investigation.

0 (MOTr Civil Security Unit (CSU)

D MmO

O IDOOIC MO0 Highly Technical

TOOOmm G2C - Government to Citizen

TrOO0O0# MO0 G2B — Government to Business Entity/ies
G2G - Government to Government

R EEningy All

DO00000MTIMODROODOOMROMOOTOO \ O O0OROJTOMIMOOORDOO

1. Request Letter (1 Original Copy) The client will provide
2. Approved Letter Subject for
Investigation (1 Original Cop

ODmMOTImMTOOOOD | 000000mMmOTmoDoo

Data Privacy Officer
DDD[D’[% OROOOOO0mMOC OOROOOO

0omom TIMLIL ROODOOO0mMOOG
1. Submit the 1. Accepts the None 5 minutes Administrative

documentary document and Aide
requirements to asks information
the Civil for further Unit Head
Security Unit. verification.

Chief for

Operation

Security Guard

on Duty
Civil Security
Unit
2. View on the 2. Flashes and None Administrative
monitor the reviews the CCTV Aide
requested footage in given
footage. specific location Unit Head
and time.
20 working Chief for
days Operation
Security Guard
on Duty
Civil Security
Unit
3. Submit the 3. Accepts the None Administrative
approved letter approved letter Aide
subject for and provides the
investigation. specific footage/s Unit Head
needed as
evidence. Chief for
Operation

Assistant Head

Unit Head
Civil Security
Unit
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4. Accomplish the | 4. Provides the log None 1 minute Administrative
information in sheet. Aide
the log sheet
before leaving Unit Head
the office.
Chief for
Operation
Security Guard
on Duty
Civil Security
Unit
W RN L0 D L]
TOTOO D 0O0m o
Mt

e e e e I e e
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This service allows all stakeholders to resolve their complaints inside the university.

RINIERNN 3 JINNEEN Civil Security Unit (CSU)
O OO MO0 Highly Technical
TOOOmm G2C - Government to Citizen
TrOOOO 0000 G2G - Government to Government
RjENIaNmannigl Al Stakeholders
O00000MTIMOROODOOROMOOTOO \ O O0OROTOMIMOOORDOO
1. Letter of Complaint The client will provide
(1 Original Copy and 1 Duplicate Copy)
% ODOO0O0C DROOODOmAOC DOROODOO
O0moOTMmTOOOO | 000O000maTmoo O0mOmC TM O ROOOOOOMOD
1. Submit the 1.1 Accepts the None 1 minute Administrative
needed document and Aide &
document. inputs transaction Unit Head
or control number. Civil Security
1.2 Gathers None 15 minutes Security Guard
information from on Duty or
the complainant Assistant Head
and other factors. or
Chief for
Operation or
Shift in-Charge
Civil Security
Unit
2. Wait for the copy | 2.1 Prepares spot None 7 minutes Security Guard
of complaint form report and blotter on Duty or
received by the in the security Assistant Head
investigator. activity logbook. or
Chief for
Operation or
Shift in-Charge
Civil Security
Unit
2.2 Endorses to None 20 working Security Guard
higher authority If days on Duty or
the findings have Assistant Head
probable cause. or
If not, amicable Chief for
settlement is Operation or
observed as an Shift in-Charge
option. Civil Security
Unit
. Receive call or 3. Informs client on None 5 minutes Security Guard
text message the status of the on Duty or
once settled and complaint. Assistant Head
findings are or
ready about the Chief for
complaint. Operation or
Shift in-Charge
Civil Security
Unit
L0 D CICE]
TOTOOOm 00000 DT
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* The total turnaround time considers the severity of the complaint being investigated.
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This service allows clients to secure a dental certificate.

ISR 7 JIRIEE Dental Unit (DU)

O IDOOImC Mo

TOOOmm
TrOO0O03# MO0

U 00D OOOomm

Simple

G2C - Government to Citizen

G2G — Government to Government

O00000MTIOROOOROMOOTOO

1. Request Form TSU-DHO-SF-10
(1 Original Copy)

O0mOTmTOO00

[*[DDDDDDTDDDD#

Dental Unit

oooomoc
OOmomC

OROO0ODOINO

TIMOI

\ Currently Enrolled TSU Students and TSU Employees
0 DOROTUmMOOOROO

|

OOROOCO

ROODOODOmMOOO

1. Fill out Request |1.1 Reviews the None 8 minutes Dentist
Form for Dental request together Dental Unit
Certificate. with the dental

record of the
requisite.

1.2 Lists the
procedure/s done
in the draft.

1.3 Forwards the
draft to the Dental
Clerk.

1.4 Prepares and Dental Clerk
reviews the Dental Unit
document.

Dental
Assistant,
Dental Unit

1.5 Certifies and Dentist
signs the dental Dental Unit
certificate, if there
is no error found.

Note: If there’s an
error found, return
to the Dental
Clerk for
correction. Then,
certify and sign.

2. Register at the 2. Releases the None 20 minutes Dentist and
Daily certificate once Dental Clerk
Accomplishment certified or signed Dental Unit
Log (TSU-DHO- by the dentist.[]

SF-14), when
told to do so by
the Dental Clerk.
TOTOOO oo™ Mt O
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This service allows clients to secure a medical certificate that is needed as proof of fit to
work, on-the-job training, fit to play sports, etc.

Note: Clients with findings during the data gathering may be referred to the Medical Doctor
for consultation, the schedule depends on the availability of the Medical Doctor.

Student Medical Certificate (SMC) is for the individual or with findings. Group Medical
Certificate is for bulk clients. And Eligibility Form is for Intramurals and SCUAA players.

D MmO

0 MO0 MO Simple
TOOOmm G2C — Government to Citizen
TrOOOO0O00 G2G — Government to Government
apnningesninnmmy Currently Enrolled TSU Students and TSU Employees
OO00000MTIMOROODOORROMOOTOO 0 DOROTUmMOOOROO
1. Certificate of Registration The client will provide
(1 Original Copy)

2. Covid-19 Vaccination Card
(1 Original Copy)

O MMOr O Medical Unit (MU)

3. Eligibility Form if applicable Sports Development and Management Unit
(1 Original Copy)
4. Accomplished and Duly Signed Medical Unit

Request Form TSU-MSO-SF-06 with
attachment/s - (1 Original Copy)

5. Laboratory Result, if required by the The client will provide
host company of On-The-Job Training
1 Original Cop
000000OC OROOOODOmO OOROOOO
O0mOTWMTOOOO| 000000M@aTmoac O0mOmC TMOO ROOOOOO0MmOOC
1. Submit all 1.1 Receives and None 1 minute Nurse-on-Duty
necessary verifies the Medical Unit
documents. submitted
documents.

O 1.2 Prepares the None 1 minute Nurse-on-Duty
Medical Certificate Medical Unit
and gathers data.

1.3 Assesses and None 3 minutes Nurse-on-Duty
evaluates the Medical Unit
findings of the data
gathered.

1.3.1 If findings are None 5 minutes Nurse-on-Duty
normal, endorses Medical Unit

the results of data
gathering to the
Medical Doctor for

signing.

1.3.2 If with None 5 minutes Nurse-on-Duty
inconclusive Medical Unit
findings, refers to
the Medical

Doctor. If the MD
is not available,
schedules a
consultation.
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2. With 2.1. Evaluates the None 15 minutes Medical Doctor
Inconclusive data gathered and Medical Unit
Findings, conducts further
proceed to the Physical
Medical Doctor Examination.

(or on the 2.2. Evaluates the None 30 minutes Medical Doctor
schedule date)]| findings and gives Medical Unit
recommendation.
2.2.1 If considered
“FIT” after MD
consultation, signs
the Medical
Certificate.
2.2.2 If considered
“UNFIT” after MD
consultation, MD
will not sign the
Medical Certificate.
It indicates non-
issuance of
Medical Certificate.

3. Client with “FIT” 3.1 Explains the None 3 minutes Nurse-on-Duty
remark, sign validity of the Medical Unit
and receive the Medical Certificate.

Medical 3.2 Instructs the None 2 minutes Nurse-on-Duty
Certificate client to sign the Medical Unit
and/or Health Medical Certificate
Teaching (as and logs on the
needed), and Student Medical
fill out the Certificate (SMC)
logbook. logbook.

3.3 Releases the None 2 minutes Nurse-on-Duty

Medical Certificate. Medical Unit
U0 OO 0D [
TOTOOm 00000 Mt
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This allows for the processing of inter-office communications and transactions such as for Travel
Order of Teaching Personnel and Students, Payroll, Voucher, Request to Render Overtime,
Request for funding, Individual Performance Commitment and Review (IPCR) / Department
Performance Commitment and Review (DPCR), and Special Order for Lecturers, Part-timers, and
Tenured Faculty with Honorarium Classes.

RIIIRN g Jnnieuill Office of the Vice President for Academic Affairs
O OO 00 O00 Simple
. G2C — Government to Citizen
U DL AL I G2G — Government to Government
0 D0M OOMO0m | TSU Employees & Students

OD00000@MTOMOROOOMROMOOTOO 0 OOROTUMOOOROO

O/ r OO0 rd Cr MO (Mt Od OOt MO OO0 [ 00 0000 CrOmmoo

1. Letter of Invitation (1 Original Copy) Office of the College Dean

2. Endorsement (1 Original Copy)

3. Letter of Request to Attend and
Participate in the Activity
(1 Original Copy)

4. Photocopy of Student’s ID The client will provide
(1 Original Copy)

5. Certificate of Registration
(1 Original Copy)

6. Medical Clearance University Medical Clinic
(1 Original Copy)

7. Duly Notarized Signed Consent Form Office of Student Affairs and Services
by Parent / Guardian (1 Original Copy)

8. ltinerary of the Trip / Activity with Secretariat of the Student Organization /
Minutes of the Meeting of the Student Organization Adviser
Organization (1 Original Copy)

9. If Financial Collection is Required,
Breakdown of Budget or Expenses
(1 Original Copy)

10. Minutes of Meeting with Parents or Secretariat of the Student Organization /
Guardians (1 Original Copy) Student Organization Adviser / Office of the
(if applicable) College Dean

11. Transportation for the Activity TSU Motor pool

12. If No TSU Vehicle is Available, Transportation Provider

— Insurance of the vehicle

— Certification in good condition of
the vehicle

— Certification that the driver has
acceptable driving record)

(1 Original Copy)

13. For Supervising Faculty or Office of the College Dean
Personnel-in-Charge, if the Faculty -
Student Ratio is 1:30,

Accomplished Faculty Loading and
Make-up form (1 Original Copy)

O D 0 OO Cr (e 00000 00 O #0 Ot od (R OO0 M O R I
DOt DD (e D) DO 00 0 0] D IR (0D O R B LI 0 Ce DO CICII

1. For Faculty Member — | The client will provide
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Individual Performance Commitment
and Review (IPCR) with the
supporting Document

(1 Original Copy)

2. For College Dean and Department
Chairperson — Department
Performance Commitment and Review
(DPCR) with supporting Document
(1 Original Copy)

Department Chairpersons / College Deans

O DI OO0 MR OO R OO D 0t (10 CTRCOOC I e Od (e

1. Letter to Request to Render Overtime,
if any (1 Original Copy)

The client will provide

2. Accomplished Authority to Render
Overtime Services TSU-ASU-SF-02 -
(1 Original Copy)

Office of the Vice President for Academic

Affairs or download at

https://www.tsu.edu.ph/media/1mikgujh/tsu-
asu-sf-02-authority-to-render-overtime.docx

3. Approved Request Letter
(1 Original Copy)

4. Approved Special Order and Daily
Time Record (1 Original Copy)

Office of the College Dean / Unit Director

D I )T el C (O CEOC R e o COD et (R0 e OO OO0 el C I e OO e (e [

EIIENEEN

1. Faculty Loading with Specified Number
of Students (1 Original Copy)

Office of the College Dean / Department

Chairperson

O OO0 ed Cr MO (T D000 O DO0000m

1. Invitation Letter (1 Original Copy)

The client will provide

2. Endorsement Letter (1 Original Copy)

Office of the College Dean

3. Faculty Loading (1 Original Copy)

4. For weekday official travel/business,
Signed make-up class form

Respective College

1 Original Cop
000000 ORODUOOmIO OOROOOO
O0MOTOTOOOD CO0O0D0mOoTImoog O0mOmC TMOO ROOOOOO0MmOOC
1. Present the 1.1 Receives and None 10 minutes Clerk
requirements reviews the Office of the
to the Office of completeness of the Vice President
the Vice submitted for Academic
President for documents. Affairs
Academic
Affairs. Note: If submitted
documents are
incomplete, return
and inform the
lacking.

1.2 Evaluates and None. 1 hour Vice President
acts on the Office of the
document. Vice President

for Academic
Affairs

1.3 After the None 5 minutes Clerk
evaluation, the Office of the
document will be Vice President
issued/released for Academic
either back to the Affairs
client or to the office
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This service requires aspiring students of Bachelor of Fine Arts Major in Visual
Communication program to undergo Talent Determination Exam to assess basic skills and
to provide proper guidance to the applicant.

KIJ.IS'a@

O O 0D (MmO (CAFA-DFA)

College of Architecture and Fine Arts — Department of Fine Arts

O OO Mo

TOOOmm
TrO0003 OO0

G2C- Government to Citizen

U] OO0 CICITOC ) .
Applicants

O0D000000T W OROOOMROMOOTOO

1. TSU College Admission Exam Results
(1 Original Copy)

Bachelor of Fine Arts Major in Visual Communication Freshmen

0 DOROTUOMIMOOOROO
Testing, Evaluation and Monitoring Unit
(TEMU) or download at https://cat.tsu.ph

2. Accomplished Talent Determination
Test Application Form
(1 Original Copy)

Official Facebook Page of Department of Fine

Arts
https://www.facebook.com/TSUFineArts

3. Admission Slip with Student Number
(1 Original Copy)

Office of Admission and Registration

4. General Weighted Average (GWA) of
75% (or higher) in all academic
disciplines taken in Grade 11
(Students from all K to 12 Tracks and
Strands are allowed to apply)

(1 Original Copy)

Previous School

5. Art Portfolio with a Minimum of Five
Artworks During the Last Three Years
(1 Original Copy)

6. For Qualified Talent Determination

Test Takers, art materials

The client will provide

OROOOOOINOC OOROO OO

TIM[

O00oooC
OOmomC

ROODODOmOO0

O0mOTmTOO0O DDDD[D[DDT]]]D#

1. Submit 1. Receives and None 5 minutes Fine Arts
accomplished reviews the Faculty
Talent submitted &
Determination accomplished Clerk
Test forms. College of
Application Architecture and
form and other Note: If forms are Fine Arts
pertinent not properly
requirements. accomplished,

application shall
be rejected and
shall disallow the
applicant to take
the qualifying
exam.

2. Submit the Art | 2. Receives and None 5 minutes Fine Arts
Portfolio and verifies the Faculty
Certificate of submitted &
Authenticity. pertinent Clerk

documents.
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Note: Art Note: If College of
Portfolio must documentation Architecture and
be printed submitted is Fine Arts
digitally. incomplete and
does not meet the
requirement,
application shall
be rejected and
shall disallow the
applicant to take
the qualifying
exam.

3. Receive an 3. Sends the details None 5 minutes Fine Arts
invitation email, regarding the Faculty
containing the Talent &
schedule and Determination Clerk
other important Test to the College of
details of the qualified Architecture and
Talent applicants via Fine Arts
Determination email.

Test.

4. Take the Actual | 4. Conducts Talent None 3 hours Fine Arts
Qualifying Determination Faculty
Exam (Talent Test. &
Determination Clerk
Test). College of

Architecture and
Fine Arts
5.Take thein - 5.1 Performs None 1 working day Faculty
person interview individual Evaluation
Note: The interviews with %%ngti?
interview will be applicants Architecture and
held on the Fine Arts
same day after | 5.2 Checks, None 3 working days Fine Arts
the skill test. evaluates Faculty
and prepares the &
result of Talent Clerk
o College of
Determination Architecture and
Test and Fine Arts
interview.

Note: Passers of
the Talent
Determination
Test will be
posted thru the
FB page of Fine
Arts-CAFA and
will also be
posted public on
the TSU page.
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5.3 Conducts None Faculty
decision making Evaluation
on the final Committee
passers. College of
Architecture and
Fine Arts
5.4 Posts None Faculty
announcement Evaluation
thru Fine Arts- Committee
CAFA fb page for College of
the list of students Architecture and
gualified to enroll Fine Arts
on Bachelor of
Fine Arts.
U0 CrO000
TOTOOO 00000 | DOOOmIm OCeod
CHC MO

* The total turnaround time considers the volume of applicants, waiting time, queue, internet

connectivity issues, and is applicable for one (1) batch with 60 applicants.
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This service allows students to change course (shifters) or return to the university
(returnees).

Note: This is a multi-stage process. The Office of Admission and Registration is only
responsible for the receiving of documents and admission of the student. On the other
hand, the Colleges are only responsible for the pre-assessment during the enrollment
period.

O (MO O Office of the Admission and Registration (OAR)
D MmO

BlRERNE SN Simple

TOoOmm G2C — Government to Citizen
TrOO0O MO0

RERRnnEnInniINEN EXxisting and Incoming TSU Students

OO00000MTIMOROODOORROMOOTOO 0 DOROTUmMOOOROO
OO RIIOMITORLE
1. Accomplished Application Form for Office of Admission and Registration or
Shifter TSU-REG-SF-13 — download at
(1 Original Copy) https://www.tsu.edu.ph/media/3bpl3ifg/h-
application-form-for-shifter.pdf
2. Report of Grades The client will provide (from Student Portal)

(1 Original Copy)
3. Counseling Report (1 Original Copy) Guidance and Counseling Unit
MO RIROTHROICIO]
1. Accomplished Notice of Acceptance Office of Admission and Registration or

TSU-ORA-SF-14 - (1 Original Copy) download at
https://www.tsu.edu.ph/media/432jmwug/k-
notice-of-acceptance.pdf

2. Accomplished Admission Slip Office of Admission and Registration
TSU-ORA-SF-15 — (1 Original Copy)
3. Report of Grades The client will provide (from Student Portal)
1 Original Cop
_ _ - S 00000 0C OROOOOOmNOC DOROO OO
O0mOTOTOOOO | 00DOO0O00MmaOTmIm o00cC O0mODC TMOO ROOOOOO0MOOC
1. O0rmOm oo | 1. Cor oMo None 1 hour Faculty
Inquire to the Attends to the in-Charge
Accepting inquiry and College
College if there checks availability
is an available of slot.
slot for the
chosen course.
]
COrRCECPCCTTIT DO IRCEOP DT None 1 hour Faculty
Inquire to the Attends to the in-Charge
college if there inquiry and O Collegel’!
is an available checks availability
slot for the of slot.

chosen course.
Note: If no slot is
available, inform
the student.

2. e OTRCFCIT 2. DOm0 None 2 hours Dean
If a slot is Releases the College
available, student via
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proceed to the signing of
College Dean of Application Form
the current for Shifter
course, with the (Releasing Dean
Application Section).
Form for Shifter
and other
related
documents, for
the signing of
release.
OO0 RCECrD0| 2. 100 IRCE P CICC None 1 hour College Clerk
If a slotis Receives and College
available, checks the
proceed to the completeness of
College Dean to the related
secure approval. documents.
2.2 Cr[Rt0Or0T]  None 1 hour College Clerk
Checks the College
student’s record in &
the Enroliment Dean
System and signs College
the Notice of
Acceptance Form.

COOrmomorm | 3.1 COr oM e None 1 hour College Clerk
Proceed to the Receives and College
Dean of the checks the
Accepting completeness of
College to the duly signed
secure the Application Form
approval. for Shifter and

other related
documents.
3.2 MmO None 2 hours College Clerk
Checks the College
student’s record in &
the Enrollment Dean
System and signs College
the Application
Form for Shifter
(Accepting Dean
Section).
OO RCECrD000M) 3L MR None 1 hour Staff-in-Charge
Proceed to the Receives and Office of
Admission Unit verifies submitted Admission and
and submit the documents and Registration
duly signed changes status of
forms with other the students on
related the system.
documents.
Note: If None 1 hour Staff-in-Charge
incomplete
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3.2 LRI

requirements,
accept the
submitted
documents and
issue promissory
note duly signed
by the applicant.

Signs the
Admission Slip
and informs
student to check
the status via
student portal
(https://student.ts

Office of
Admission and
Registration

u.edu.ph/).

4. CorDO O . U0r MO Or 000 None 1 hour Staff-in-Charge
Proceed to the Receives and Office of
Admission Unit verifies submitted Admission and
and present the documents. Registration
duly signed
Application Note: If
Form for Shifter incomplete
with other requirements,
related accept the
documents. submitted

documents and

iSsue promissory
note duly signed
by the applicant.

5. OorMOMCrm | 5.1 D0rMOCr 0D None 2 minutes Staff-in-Charge
Receive Issue Admission Office of
Admission Slip Slip with Student Admission and
with Student Number. Registration
Number.

5.2 DOm0 None 1 minute Staff-in-Charge
Informs student Office of
to check the Admission and
status of shifting Registration
via student portal
(https://student.ts
u.edu.ph/).

TOTOOmORMOTTORIT m&g%gggm
HN RN
TOTOOTORIREOCTORO DO LD O

*The total turnaround time considers the volume of the students, waiting time, queue, internet
connectivity issues and availability of the signatories.

0
[l
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The service allows transferees and second coursers to enroll subjects on their chosen

course.

Note: This is a multi-stage process. The Office of Admission and Registration is only
responsible for the receiving of documents and admission of the student. On the other
hand, the Colleges are responsible for the pre-assessment and the Office of Management
Information Systems is responsible for the creation of Office 365 account during the
enrollment period.

O (MO O Office of the Admission and Registration (OAR)
D MmO

DIOOIIIMOm . |

Simple

TOOOmm
TrOO00* MO0

G2C — Government to Citizen

RENRNEEIEENINEN Transferees and Second Coursers
ODO00000MTMOROOOROMOOTOO

DM RMRULOIOROIL

0 OOROTOMOOOROO

1. Accomplished and Duly Signed Notice
of Acceptance TSU-ORA-SF-14 -
(1 Original Copy)

Office of Admission and Registration or
download at
https://www.tsu.edu.ph/media/432jmwug/k-
notice-of-acceptance.pdf

2. Accomplished and Duly Signed
Admission Slip for Transferees
TSU-ORA-SF-05 - (1 Original Copy)

Office of Admission and Registration —
Admission Unit

3. Accomplished and Duly Signed
Application Form for Admission
TSU-REG-SF-12 - (1 Original Copy)

Office of Admission and Registration or
download at
https://www.tsu.edu.ph/media/skgbckmaq/b-
application-form-for-admission-graduate-
school-prof-ed-takers-2nd-courser-and-
transferees.pdf

4. Accomplished and Duly Signed
Accreditation Form TSU-ORA-SF-16 —
(1 Original Copy)

Office of Admission and Registration

5. Transfer of Credentials or Honorable
Dismissal (1 Original Copy)

6. Official Transcript of Records (TOR) or
Duly Signed (by Registrar) Copy of
Grades Used for Evaluation —

(1 Original Copy)

7. Good Moral Character
(1 Original Copy)

Previous School or University

8. TSU Psychological Result
(1 Original Copy)

Guidance and Counseling Unit

9. 2x2 Colored Pictures on White
Background Taken Within the Last Six
(6) Months (2 Original Copies)

10. Philippine Statistics Authority (PSA) —
Birth Certificate (1 Photocopy)

11. Medical Certificate (1 Original Copy)

12. Self-Stamped Mailing Envelope
(1 pc)

13. Long Brown Envelope (1 pc)

The client will provide

DO RMOD O ODI D DRICRD
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1. Accomplished and Duly Signed Notice
of Acceptance TSU-REG-SF-14 —

(1 Original Copy)(

Office of Admission and Registration or
download at
https://www.tsu.edu.ph/media/432jmwug/k-
notice-of-acceptance.pdf

2. Accomplished and Duly Signed
Application Form for Admission
TSU-REG-SF-12 - (1 Original Copy)(

Office of Admission and Registration or
download at
https://www.tsu.edu.ph/media/skgbckmaq/b-
application-form-for-admission-graduate-
school-prof-ed-takers-2nd-courser-and-
transferees.pdf

3.[Accomplished and Duly Signed
Admission Slip TSU-REG-SF-05 —

(1 Original Copy)[

Office of Admission and Registration

4 [Transfer of Credentials or Honorable
Dismissal (1 Original Copy)_l

5.[Official Transcript of Records (TOR) or
Duly Signed (by Registrar) Copy of
Grades Used for Evaluation —

(1 Original Copy)[]

Previous School or University

6.12x2 Colored Pictures on White
Background Taken Within the Last Six
(6) Months - (2 Original Copies)(]

7. Philippine Statistics Authority (PSA) —
Birth Certificate (1 Photocopy)

8. Self-Stamped Mailing Envelope (1 pc)

9. Medical Certificate (1 Original Copy)

10. Long Brown Envelope (1 pc

O0mOTmTOOOO

1.0
Tri 0]
Proceed to the
College Dean of
the chosen
course to secure
his/her signature
on the Notice of
Acceptance
form and
Accreditation
form.

O0rHe0o
O00rOrOm
Proceed to the
college of the
chosen course
to secure the
approval of the
College Dean

O000000moTonoac
1. O

TrOOO 0
Receives and
checks the Notice
of Acceptance
and Accreditation
form if properly
filled-out and
signs on the
College Dean
section.

Note: If with
unaccomplished
form/s, return the
form/s to the
applicant.]

O0rI@0o
RN N N
Receives and
checks the Notice
of Acceptance
Form if properly
filled-out; and
signs on the

The client will provide

OROOOODOmMOC OOROO DO
TIMI[

2 hours

oooomon

OomomC
None

College
&
Dean
Collegel’
[]

N Y I O A

U]
None 2 hours
College
&
Dean

College

ROOOCOO0O0mMOON
College Clerk

College Clerk
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on the Notice of College Dean
Acceptance. section.
Note: If with
unaccomplished
form, return the
form to the
applicant.

2. Submit the 2. U0r None 45 minutes Staff-in-Charge
accomplished Tr 000D 0000 Office of
and duly signed Receives and Admission and
forms with other evaluates the Registration
related completeness of
documents to documents
the Office of presented.

Admission and
Registration. O0rIHdm None 45 minutes Staff-in-Charge
000 000 Office of
Receives and Admission and
evaluates the Registration
completeness of
documents
presented and
encodes the
name of the
student in the
Enroliment
System.
Note: If
incomplete
requirements,
accept the
submitted
documents and
issue promissory
note duly signed
by the applicant.

3. D[] 3.MrMrOCTrIIIT]  None 3 minutes Staff-in-Charge
Tr D00 OO0 Issues Payment Office of
Receives the Slip for the Admission and
Payment Slip. Validation / Registration

Accreditation Fee.
O0rI¥0 O0r0¥0 None 15 minutes Staff-in-Charge
OO0 00000 00000 000 Office of
Receives the Issues Admission Admission and
Admission Slip Slip with Student Registration
with Student Number.
Number.
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4. (0[] 4. DO Tr000r01) For SUC 1 hour Staff-in-Charge
TrOO0Ir OO0 Processes the - Php Cashiering Unit
Proceed to the payment and 20.00
Cashiering Unit issues Official per page
to settle the Receipt.

Validation / For Non
Accreditation SuC
Fee. Php
20.00
per
subject
O0r[He0 O0r™@0o None 1 hour Faculty-in-
HIN/N JE N N NN N N Charge
Proceed to the Processes College
Enrollment Area Temporary
of the College. Enrollment of the
student subject to
presented
Admission Slip
with Student
Number.

5. D] 5.1.1 (0] None 1 hour Staff-in-Charge
Tr OO0 OO0 TrOO0r 0000 Office of
Submit the Receives the Admission and
Official Receipt submitted Registration
and Validation / Official
Accreditation to Receipt and
the Office of encodes the
Admission and name of the
Registration. student in the

Enrollment
System.[]

5.1.2 Encodes the None 30 minutes Staff-in-Charge
credited Office of
subjects and Admission and
issues Registration
Admission

0 Slip.
[
[
Oormmdo 5.2 (orm 9o Prof. Ed 1 hour Staff-in-Charge
OO0 00000 O00r 00O - Php Cashiering Unit
Proceed to the Processes the 260.00
Cashiering Unit payment and per unit
to settle the issues Official
required fees. Receipt. [ Day
Class —
Php
200.00
per unit
Evening
Class —
Php
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260.00
per unit

6. L[] 6. rTrJIr 1T None 1 hour Faculty-in-
Tr D00 00000 Processes Charge
Proceed to the Temporary College
college for the Enroliment of the
enrollment. student subject to

the presented
Admission Slip
with Student
Number.
Ooramdo O0rmmHdo None 2 hours Staff-in-Charge
NN N NN OO0 000 Office of
Proceed to Creates Office Management
Office of 365 Account and Information
Management provide temporary Systems
Information login credentials
Systems for the to the enrollee.
creation of
Office 365
Account
and log in to the
student portal
(https://student.t
su.edu.ph/) for
the checking of
enrolled
subjects and
viewing of
Certificate of
Registration.

7. O] 700 TrJ0rC000T]  None 2 hours Staff-in-Charge
TrOOOr OO0 Creates Office Office of
Proceed to 365 Account and Management
Office of provide temporary Information
Management login credentials Systems
Information to the enrollee.

Systems for the
creation of
Office 365
Account
and log in to the
student portal
(https://student.t
su.edu.ph/) for
the checking of
enrolled
subjects and
viewing of
Certificate of
Registration.
TOEmo
BRI LMD OO0 OO0 MO0
TOTOUDORITRODOOOROCI] 00 OOoto Mt
L]

267



https://student.tsu.edu.ph/
https://student.tsu.edu.ph/
https://student.tsu.edu.ph/
https://student.tsu.edu.ph/

$ARLA

S

AIE ()
2.

1906

OO0 et
OO0mcd
X
Uo0 Otrd
Uamoooo
U]
Dooomed
OO

db

TOTOOMORMIOOOODINO DORODRM

T
oo
00 DOCtd
OO0

X[
OO0 Otrdd
O Os0d
O0rDrd]

UM O0r

*The total turnaround time considers the volume of the students, waiting time, queue, internet
connectivity issues and availability of the signatories.
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This service allows qualified students to enroll in Tarlac State University’s Graduate
School Programs such as Master of Arts and Master of Science, Doctorate Degrees and
Juris Doctor Degree.

Note: This is a multi-stage process. The Office of Admission and Registration is only
responsible for the receiving of documents and admission of the student. On the other
hand, the Colleges are responsible for the pre-assessment and the Office of
Management Information Systems is responsible for the creation of Office 365 account
during the enroliment period.

O 0mO—r o Office of the Admission and Registration (OAR)
D [Mmmom

0 OOk MO0 Simple

TOOOmm G2C - Government to Citizen

TrOO0O MO0 G2G — Government to Government
EERRInERRNIERNIEEE All Incoming Graduate School Enrollees

OD00000TIN OROODOROMOOTOO 0 DOROTUOMIMOOOROO
OMMORMRODDIDUIMOIDODmMDOOOTIOTOIIORON
1. Transfer Credentials / Honorable Previous School / University

Dismissal (1 Original Copy)

2. Official Transcript of Records (TOR)
or Duly Signed (by Registrar) Copy of
Grades Used for Evaluation
(1 Original Copy)

3. 2x2 Colored Picture with Name Tag The client will provide
(Last Name, First Name, Middle Name)
(2 Original Copies)

4. TSU Psychological Test Result Student Affairs Services — Testing, Evaluation
(1 Original Copy) and Monitoring Services Unit

5. Accomplished and Duly Signed Office of Admission and Registration or
Application Form TSU-REG-SF-12 — download at
(1 Original Copy) https://www.tsu.edu.ph/media/skgbckmag/b-

application-form-for-admission-graduate-

school-prof-ed-takers-2nd-courser-and-

transferees.pdf

6. Accomplished and Duly Signed Office of Admission and Registration
Admission Slip TSU-REG-SF-05 —
(1 Original Copy)

7. Accomplished and Duly Signed Office of Admission and Registration or
Notice of Acceptance download at
TSU-REG-SF-14- (1 Original Copy) https://www.tsu.edu.ph/media/432jmwuag/k-

notice-of-acceptance.pdf

8. Philippine Statistics Authority (PSA) The client will provide
Birth Certificate (1 Photocopy)

9. For Female Married Student —
Philippine Statistics Authority (PSA) —
Marriage Certificate (1 Photocopy)

10. Self-Stamped Mailing Envelope
(1 pc)

11. Medical Certificate

(1 Original Copy and 1 Photocopy)

12. Long Brown Envelope

(1 pc)
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13. Official Receipt or Deposit Slip [Ir(I!
O OO mod [ OO0 O CrtCof the
Tuition and Miscellaneous Fees —

(1 Original Copy and 1 Photocopy)

Cashiering Unit or Bank

DMMORMOCTORODMOIDDO TR

1. Transfer of Credential or Honorable
Dismissal (1 Original Copy)(!

2. Official Transcript of Records (TOR)
or Duly Signed (by Registrar) Copy of
Grades Used for Evaluation
(1 Original Copy)[

3. 2x2 Colored Picture with Name Tag
(Last Name, First Name, Middle Name)
(2 Original Copies)(!

4. Philippine Statistics Authority (PSA) —
Birth Certificate
(1 Original Copy and 1 Photocopy)(!

5. For Female Married Student —
Philippine Statistics Authority (PSA) —
Marriage Certificate
(1 Original Copy and 1 Photocopy)(!

6. Self-Stamped Mailing Envelope
(1 pc)

7. Medical Certificate
(1 Original Copy and 1 Photocopy)

The client will provide

8. Accomplished and Duly Signed
Application Form TSU-REG-SF-12 —
(1 Original Copy)(]

Office of the Admission and Registration or
download at
https://www.tsu.edu.ph/media/skgbckmg/b-
application-form-for-admission-graduate-
school-prof-ed-takers-2nd-courser-and-
transferees.pdf

9. Accomplished and Duly Signed
Notice of Acceptance
TSU-REG-SF-14 - (1 Original Copy)

Office of Admission and Registration or
download at
https://www.tsu.edu.ph/media/432jmwug/k-
notice-of-acceptance.pdf

10. Official Receipt or Deposit Slip (1]
Commod MmO Cmee T CrtCof the
Tuition and Miscellaneous Fees —

(1 Original Copy and 1 Photocopy)

Cashiering Unit or Bank

NMORMMORIMIDOOTOR

1. Transfer of Credential or Honorable
Dismissal (1 Original Copy)

2. Official Transcript of Records (TOR)
or Duly Signed (by Registrar) Copy of
Grades Used for Evaluation
(1 Original Copy)

3. 2x2 Colored Picture with Name Tag
(Last Name, First Name, Middle Name)
(2 Original Copies)

4. Philippine Statistics Authority (PSA) —
Birth Certificate
(1 Original Copy and 1 Photocopy)

5. For Female Married Student —
Philippine Statistics Authority SA) —
Marriage Certificate
(1 Original Copy and 1 Photocopy)

The client will provide
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6. Self-Stamped Mailing Envelope
(1 pc)
7. Medical Certificate
(1 Original Copy and 1 Photocopy)
8. Accomplished and Duly Signed Office of Admission and Registration or
TSU-REG-SF-29 - (1 Original Copy) download at
https://www.tsu.edu.ph/media/bpgelbo4/e-
application-for-admission-school-of-law.pdf

9. PhilSAT Result or Certificate of Legal Education Board / Dean’s Office
Exemption (1 Original Copy)

10. Juris Doctor’s Additional Required Office of Admission and Registration —
Subjects: College-in-Charge

English — 18 Units
Social Science — 18 Units
Math — 6 Units
11. Official Receipt or Deposit Slip [Ir1 | Cashiering Unit or Bank
O OO M OO CCtCof the
Tuition and Miscellaneous Fees —
1 Original Copy and 1 Photocop

A _ _ _ 000000 ORODDOUmOC OOROOOO
00mOoTOmTOODO DDDDD[[DTI¥D# O0mODC TMOO ROOO0 00 OO0
1. Proceed to the 1.1 Conducts None 1 hour Dean
college of the initial screening in College
chosen course, the chosen
with the college.
complete set of
documents, to Note: If the
inform intention applicant passed
to enroll. the initial
screening,
0 proceed to the
Office of

Admission and
Registration for
the submission of
requirements.

Note: If failed(
applicant is not
allowed to enroll.

1.2 Forwards list None 1 working day Clerk
of applicants to College
Office of

Administration
and Registration

2. 000 OMIDam | 2.1.1 000D OO0 None 20 minutes Staff-in-Charge
Submit the Receives and Office of
needed checks Admission and
requirements to completeness of Registration
the Office of the submitted
Admission and requ