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l. Mandate
The University shall primarily provide advanced instruction and professional
training in education, engineering, science and technology, arts and humanities,
computer and other relevant fields of study. It shall also undertake research,
extension services and production activities in support of the socioeconomic
development of Pampanga and provide progressive leadership in its areas of
specialization.

.  Vision
A lead university in producing quality individuals with competent capacities to
generate knowledge and technology and enhance professional practices for
sustainable national and global competitiveness through continuous innovation.

[ll.  Mission
DHVSU commits itself to provide an environment conducive to continuous creation
of knowledge and technology towards the transformation of students into globally
competitive professionals through the synergy of appropriate teaching, research,
service and productivity functions.

IV. Service Pledge
Don Honorio Ventura State University is committed to ensure and maximize quality
and relevance of instruction, produce holistic and globally competitive graduates,
engage in viable and relevant research, expand extension and training services,
sustain and improve prudent financial management, upgrade and safeguard
physical facilities, strengthen engagement of stakeholders, advocate gender and
development initiative, develop a culture of resiliency and transformation, and
continue monitoring and improving the quality management system towards the
attainment of customer-centric environs.
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1. Issuance of Memorandum
This procedure describes the guidelines of the office on issuance of memoranda and
correspondence; approval of documents and request for appointment with the University

President

Office or

Division: Office of the University President (OUP)

Classification: Simple

Type of G2G, G2B, G2C - Government to Government, Government to
Transaction: Business, Government to Citizen

Who may avail: | Government agencies, Business entities and Clients

CHECKLIST OF REQUIREMENTs | "WHERE TO SECURE

. . . . -
1 | Appointment form (1 original) 1 Office of the University President (2"¢ Floor,

Admin Bldng.)
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTION BE PAID TIME RESPONSIBLE
1. Issue and
disseminate the
memoranda

1. Request for . 1 Day (upon the | Administrative Aide
issuance of SMiger for the None availability of Office of the

memoranda whole university the signatory) | University President
or specific

university official
and personnel

2 Request for

approval of 2 Receive and
vouchers, | dosuments for 1 Day (upon the | Administraive Aide

hecks aoproval of the None avall_ablllty of Office of the
¢ A pp . the signatory) University President
appointment University
letters, and other | President
correspondences
3 Secure request
form for an 3. Receive the Administrative Aide
appointment with | request form for None 2 Minutes Office of the
the University appointment University President
President

2 Days,
TOTAL.: None 2 Minutes
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OFFICE OF THE EXECUTIVE VICE PRESIDENT
Internal Services
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1. Checking and Recording of Disbursement Vouchers
This describes the process of checking and recording of
disbursement vouchers in the Office of the Executive Vice
President (OEVP).

Office or Division: Office of the Executive Vice President

Classification: Simple

Type of Transaction: G2G 1 Government to Government

Who may avail: Accounting Office

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1 Disbursement Voucher 1 | Accounting Office

(1 original)

2 DHVSU-QSP-OEVP-001 | 2 | EVP Office

form

FEES
AGENCY TO | PROCESSING PERSON

ACTION BE TIME RESPONSIBLE
PAID

CLIENT STEPS

1. Submit 1.1 Receive and
Disbursement check the
Voucher voucher if duly
signed by
designated
authorities

1.2 Records the
vouchero
particulars in the
DHVSU-QSP-
OEVP-001 form
if in order

* Note: If not in
order, returns
the voucher to
the Accounting
Office and if in
order  submits
the voucher to
the EVP for
signing

2. Walit for the release | 2.Countercheck
of the signed voucher | the voucher
to the Office of the | entries and sign
University President the voucher that
is in order and
returns the

Administrative
Aide
None 10 Minutes Office of the
Executive Vice
President

Executive Vice
President

None 9 Minutes Office of the

Executive Vice
Presidents
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same to the
Office Secretary

3. Forward the Administrative
signed voucher Aide

to the Office of | None 1 Minute Office of the
the  University Executive Vice
President President

TOTAL: | None | 20 Minutes

2. Preparation and Issuance of EVP Memorandum
This describes the process of preparing and issuing of memorandum by the Office
of the Executive Vice President (EVP).

Office or Division: Office of the Executive Vice President
Classification: Simple
Type of Transaction: G2G i Government to Government
Who may avail: Requesting Office
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1 Communication Letter / 1 Requesting Office

Directive Memorandum
from the University
President (1 original)

2 DHVSU-QSP-OEVP- 2 EVP Office
003 form/ DHVSU-
QSP-OEVP-004 form

FEE
PERSON
AGENCY STO | PROCESSIN
CLIENT STEPS ACTION BE G TIME RESP(ENSIBL
PAID
1. Submit communication | 1.1 Receive
letter / directive and log the
memorandum from the communicatio - :
University President n letter from Administrative
concerned : ~Aide
unit/departme None 1 Minute Offlcg of th'e
nt / directive Bgeclillepvice
President
memorandum
from the
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2. Wait for the release of
the approved
memorandum for
dissemination

University
President

1.2 Draft and
submit the
memorandum
to the EVP for
approval
*Note: If
corrected by
the EVP, re-
encodes the
memo

1.3. Approve
the
memorandum
2. Forwards
the
memorandum
to the Office of
the University
President for
approval

2.1 Release
the
memorandum
signed by the
EVP and the
University
President.

None

10 Minutes

Executive Vice
President
Office of the
Executive Vice
Presidents

None

9 Minutes

Administrative
Aide
Office of the
Executive Vice
President

TOTAL:

None

20 Minutes

15




OFFICE OF THE VICE PRESIDENT FOR
ACADEMIC AFFAIRS

Internal Service
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1. Procedure for the Approval of Proposed External Seminars, Trainings,

and Workshops related to Academic Affairs
This describes the process for the approval of the proposed external seminars,
trainings, and workshops related to academic affairs.

Office or Division: Vice President for Academic Affairs (VPAA) Office
Classification: Simple
Type of Transaction: G2G i Government to Government
Who may avail: All bona fide DHVSU employees and students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 C(_)mplete documents signatories (1 1 | Designated Office
original, 1 photocopy)
5 Invitation Letter with Routing Slip (1 5 Office of the President (2" Floor, Admin
original) Bldng.)
3 | Request Letter (1 original) 3 | Immediate Supervisor
4 Li_st_of participants who will attend (1 4 | Immediate Supervisor
original)
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTION BE PAID TIME RESPONSIBLE
1. Submit the 1. Receive and
required documents | check the 10 Minut
for recommendation | submitted Inutes - . .
of approval of the | document None (uponthe | Administrative Aide
: availability of VPAA Office
Immediate the signatory)
Supervisor to the
VPAA Office
2. Wait for the 2.1 Prepare the
release of the memorandum and
memorandum route it for
approval
Administrative Aide
2.2 Issue and e o VPAA Office
disseminate the
memorandum to
the requesting
client
3. Receive the 3. Provide the
approved Immediate
memorandum from | Supervisor of the
VPRET Office requesting client a N 10 Minutes Administrative Aide
copy of the VPAA Office
memorandum
approved by the
VPRET
1 Hour,

TOTAL: None 20 Minutes
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2. Issuance of Memoranda

This describes the process concerning Issuance of Memoranda for both internal and
external purposes for heads, faculty, students and staff under the VPAA Cluster

Office or Division: | Office of the Vice President for Academic Affairs
Classification: Simple
Type of
Transaction:
Who may avail: All Deans, Directors, Unit Heads, Faculty and Staff under the VPAA
Cluster of DHVSU
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 | Invite or letter of request 1 | Requesting institution or agency
2 | President's Office Routing Slip 2 | DHVSU, Office of the President
3 3
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
Administrative
Requests Verify receipt Aide | / EA VPAA,
1 | issuance of 1 | of invite or None 2 minutes VPAA Office,
Memoranda request DHVSU Admin.
Bldg.
Receives and
logs in the Administrative
communication :
2 | Waiting 2 | letter from None 1 minute Aide 1, VPAA
ident Office, DHVSU
President's Admin. Bldg.
Office with
Routing Slip
Drafts and
encodes the
memorandum, Administrati
. ministrative
f:)n?hfeo%ﬁs It Aide | / EA VPAA,
3 | Waiting 3 Note: If None 7 minutes VPAA Office,
i DHVSU Admin.
corrected by Bldg.
the VPAA, re-
encodes the
memo)
: Administrative
32?;2:2;23m Aide | / EA VPAA,
4 | Waiting 4 to the VPAA None 2 minutes VPAA Office,
P DHVSU Admin.
for approval Bldg.
VPAA, VPAA
5 | Waiting 5 fﬂppmveséhe None 2 minutes Office, DHVS
emorandum Admin. Bl
18




Forwards the
memorandum

Aide | / EA VPAA,

Waiting to the Office of None 2 minutes VPAA Office,
the Executive DHVSU Admin.
Vice President Bldg.
Photocopies the
approved
memorandum Administrative
! and Aide | / EA VPAA,
rliecr:r?lpt ogthe disseminates None 4 minutes VPAA Office,
goranduri the same to DHVSU Admin.
concerned Bldg.
offices and/or
departments.
TOTAL 20 Minutes
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OFFICE OF THE VICE PRESIDENT FOR
ADMINISTRATION AND FINANCE

Internal Service
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1. Release of Budget Utilization Request (BUR) and Obligation Request

(OR)

This covers the procedure in releasing Budget Utilization Request (BUR) and Obligation
Request (OR) for processing of payment of various expenditures.

Office or Division:

Office of the Vice President for Administration and Finance

Classification: Simple
Type of
Transaction: G2G, G2C, G2B

Who may avail:

Personnel from the DHVSU Administrative Office and Accounting
Office, students and business entities

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Complete and signed BURS and

Office of the Vice President for
Administration and Finance (2" Floor,

1 ORS from the Budget Office (1 1 Admin Bldng.)
original)
PERSON
AGENCY FEESTO | PROCESSING
CLIENT STEPS ACTION BE PAID TIME RESPONSIBLE
1 Record the Administrative
documents 1 Day Aide
1 Have the BURS subject for the None (upon the Office of the Vice
and ORS received recommendatio availability of the President for
n for approval signatory) Administration
by the VPAF and Finance
2 Submit documents Administrative
for recommendation | 2 Record and 1 Hour (upon the _ Ade
s Office of the Vice
for the approval of check the None availability of the President for
the University document signatory) T B .
President and Finance
TOTAL: 1 Day, 1 Hour
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OFFICE OF THE VICE PRESIDENT FOR
RESEARCH EXTENSION AND TRAINING
(VPRET) OFFICE

Internal Service
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1. Procedure for the Approval of Proposed External Seminars, Trainings,
and Workshops Related To Research, Extension, And Training Services

This describes the process for the approval of the proposed external seminars, trainings, and

workshops related to research, extension, and training.

Office or Division:

Vice President for Research Extension and Training (VPRET) Office

Classification:

Simple

Type of
Transaction:

G2G 1 Government to Government

Who may avail:

All bona fide DHVSU employees and students

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 Cc_)rr_lplete documents signatories (1 1| Designated Office

original, 1 photocopy)
5 Invitation Letter with Routing Slip (1 5 Office of the President (2" Floor, Admin

original) Bldg.)

Request Letter (1 original) 3| Immediate Supervisor
4 List_of participants who will attend (1 4| Immediate Supervisor

original)

AGENCY FEES TO
CLIENT STEPS ACTION BE PAID PROCESSING TIME

1. Submit the 1. Receive and
required documents | check the
for recommendation | submitted 10 Minutes (upon the
of approval of the document None

Immediate
Supervisor at the
VPRET Office

availability of the signatory)

2. Wait for the
release of the
memorandum

2.1 Prepare the
memorandum
and route it for
approval

2.2 Issue and AEIS LR anr
disseminate the
memorandum to
the requesting
client

3. Receive the
approved
memorandum from
VPRET Office

3. Provide the
Immediate
Supervisor of the
requesting client
a copy of the
memorandum
approved by the
VPRET

None 10 Minutes

1 Hour,

TOTAL: None 20 Minutes
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VICE PRESIDENT FOR STUDENT AFFAIRS AND
SERVICE (VPSAS) OFFICE

Internal Service
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and Workshops related to Student Affairs and Services
This describes the process for the approval of the proposed external seminars, trainings,
and workshops related to student affairs and services

Office or Division:

Vice President for Student Affairs and Services (VPSAS) Office

Classification:

Simple

Type of
Transaction:

G2G i1 Government to Government

Who may avail:

All bona fide DHVSU employees and students

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1

Complete documents signatories
(1 original, 1 photocopy)

1 | Designated Office

2 (1 original)

Invitation Letter with Routing Slip

Office of the President (2" Floor, Admin
2
Bldng.)

3 Request Letter (1 original)

3 | Immediate Supervisor

4

List of participants who will attend

4 | Immediate Supervisor

(1 original)
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTION BE PAID TIME RESPONSIBLE
1. Submit 1. Receive and
documents for check the .
recommendation of | document 10 Minutes . . .
approval of the None (u.pon. Fhe Administrative Aide
: availability of VPSAS Office
Immediate the signatory)
Supervisor to the
VPSAS Office
2. Wait for the 2.1 Prepare the
release of the memorandum
memorandum and route it for
approval
Administrative Aide
2.2 Issue and hone 1 Hour VPSAS Office
disseminate the
memorandum to
the requesting
client
3. Receive the 3.1Provide the
approved Immediate
memorandum from | Supervisor of the
the VPSAS Office requesting client : Administrative Aide
A gopy ofgthe None 10 Minutes VPSAS Office
memorandum
approved by the
VPSAS
1 Hour,
TOTAL: None 20 Minutes
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ACCOUNTING OFFICE

External Services
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1. Issuance of Certificate of Payment for Graduation Fee
This describes the procedure for the issuance of certificate of payment for
graduation fee for claiming transcript of records and diploma for the students.

Office or Division:

Accounting Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

office.

All bona fide students who are required to secure
certificate of payment of graduation fee from this

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 Student's 1 Internet Multimedia Center (IMC),
Identification Card (at the back of Admin. Bldg.)
(1 Original)
2 Official Receipt (OR) 2 Cashiering Office, 1« Floor,
of Payment (1 Administration Bldg. - Window 11
Original)
FEES
AGENCY TO | PROCESSING PERSON
CLIENT STEPS ACTION BE TIME RESPONSIBLE
PAID
1. Present ID and 1. Verify
request for studen
Certificate of balance
Payment for from the - .
Graduation Fee at system and : Administrative
the Accounting instruct to None 1 Minute Ade
) Accounting Office
Office make
payment for
the
certification.
2. Pay the 2. Collect
necessary amount at Payment and PHP Administrative
the Cashiering Office. issue OR for 50 1 Minute Officer
the payment Cashiering Office
made.
3. Present OR at 3. Print
the Accounting and release py
Office Certificate of , )
Payment for None 1 Minute Aide
: Accounting Office
Graduation
Fee
TOTAL: | "0 | 3 Minutes
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SCHEDULE OF FEES AND OTHER CHARGES

TUITION FEE

OTHER FEES-GENERAL FUND

Admission Fees { 1st ¥r anly)
Athletic Fees

Computer Fees

Cultural Fees

Development Fees-IRSF
Entrance Fees [ 1st ¥r only)
Guidance Fees

Guid. Fees-CB SEF (Graduating only)

Handbook Fees (1st ¥r only)
Insurance
Laboratory Fees
Library Fees
Medical/Dental Fees
Miscellaneous
Registration Fees
ROTC/CWTS

School ID Fees
Utility Fee

Total

OTHER FEES-TRUST FUND
Devt. Fees-College Fee
Devwvt. Fees-Industrialist
Devt. Fees-USC/SSC

Total

TOTAL OTHER FEES

CHM, CBS,
COE, CEA,
T, CAS Tourism,
(Math &  BSA, Acctg  Envi.Sci,
Stat), (S5P Tech, Acctg Biology
(HumServ), Info, BFA  Sociology (CCS, BSECE EQC Soc. Work GEs
220/unit 220/unit  220/unit  220/unit 1,250.00 350/unit 450/350
300.00 300.00 300.00 300.00 300.00 300.00 300.00
160.00 160.00 160.00 160.00 160.00 160.00 160.00
200.00 200.00 200.00 200.00 - 200.00 200.00
100.00 100.00 100.00 100.00 100.00 100.00 100.00
1,700.00 1,700.00 1,700.00 1,700.00 1,700.00 1,700.00 1,700.00
100.00 100.00 100.00 100.00 100.00 100.00 100.00
50.00 50.00 50.00 50.00 50.00 50.00 50.00
500.00 500.00 500.00 500.00 500.00 -
100.00 100.00 100.00 100.00 100.00 - -
50.00 50.00 50.00 50.00 50.00 50.00 50.00
150.00 450.00 2,500.00 600.00 150.00 150.00 150.00
150.00 150.00 150.00 150.00 150.00 150.00 150.00
20.00 80.00 80.00 80.00 80.00 20.00 80.00
70.00 70.00 70.00 70.00 70.00 70.00 70.00
100.00 100.00 100.00 100.00 100.00 100.00 100.00
330.00 330.00 330.00 330.00 330.00 - -
150.00 150.00 150.00 150.00 150.00 150.00 150.00
- - - - - - 300.00
4,290.00 4,590.00 8,640.00 4,740.00 4,090.00 3,360.00 3,660.00
50.00 50.00 50.00 50.00 50.00 50.00 50.00
70.00 70.00 70.00 70.00 70.00 70.00 70.00
70.00 70.00 70.00 70.00 70.00 70.00 70.00
190.00 190.00 190.00 190.00 190.00 190.00 190.00
4,480.00 4,780.00 8&,830.00 4,930.00 4,280.00 3,550.00 3,850.00

2. Issuance of Clearance (for Students with Outstanding Balance)

Issuance of clearance to students as a requirement for enrolment to the
succeeding semester and for claiming transcript of records and diploma.

Office or Division:

Accounting Office

Classification:

Simple

Type of Transaction:

G2C i Government to Citizen

Who may avail:

student 6 s cl

All bona fide students who are required to secure
earance

fro

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE
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1 Student 6s |1 Internet Multimedia Center
Identification Card (IMC), (at the back of Admin.
(1 Original) Bldg.) DHVSU, Bacolor,
Pampanga
2 Official Receiptof | 2 Cashiering Office, 1= Floor,
Payment (1 DHVSU Admin. Bldg. 1 Window
Original) 11
FEES PERSON
CLIENT STEPS AGENCY TO BE PROCESSIN RESPONSIBL
ACTION G TIME
PAID E
. Inquire for 1. Verify
verification of studen Administrative
outstanding outstandin None 1 Minute Aide
balance at the g balance Accounting
Accounting Office from the Office
system.
2. Payment of 2. Verify See
outstanding st udent | Tablefor
balance at the record and Schedul S
Cashiering Office | collect e of . Administrative
Payment Fees 1 Minute _Oﬁ_‘lcer _
and Cashiering Office
Other
Charges
below.
3. Present Official | 3. Print
Receipt for the and release Administrative
payment made to Clearance . Aide
the Accounting signed by the None 2 Minutes Accounting
Office University Office
Accountant
See
Table for
Schedul
e of
TOTAL: Fees 4 Minutes
and
Other
Charges
below.

3. Issuance of Clearance (for Students without Outstanding
Balance)
Issuance of clearance to students as a
requirement for enrolment to the succeeding
semester and for claiming transcript of records
and diploma.
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Office or

Transaction:

Division: Accounting Office
Classification: Simple
Type of

G2C i1 Government to Citizen

Who may avail:

Al | bona

fide
clearance from this office.

student s

who ar

e

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 Student's 1 Internet Multimedia Center (IMC), (at
Identification the back of the Admin. Bldg.) DHVSU,
Card (1 Original) Bacolor, Pampanga
FEES
AGENCY TO PROCESSING PERSON
CLIENRGTEES ACTION BE TIME RESPONSIBLE
PAID
1. Request for 1. Verify student
Clearance at balance from Administrative
the the system None 1 Minute Aide
Accounting and print Accounting Office
Office. clearance
2. Receive 2. Release
the the Clearance Administrative
learan ign , .
fomthe | Accountant | None | 1Minute Ade
. Accounting Office
Accounting
Office.
TOTAL: | None 2 Minutes

4. Issuance of Clearance (2nd Copy)

Issuance of clearance to students as a requirement for enrolment to the succeeding
semester and for claiming transcript of records and diploma.

Office or Division:

Accounting Office

Classification:

Simple

Type of Transaction:

G2C 1 Government to Citizen

Who may avail:

c |

earance

All bona fide students who are required to secure
student 6s

fro

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 Student's Identification | 1 | Internet Multimedia Center (IMC),
Card (1 Original) (at the back of Admin. Bldg.)
2 Official Receipt (OR) of | 2 | Cashiering Office, First Floor,
Payment (1 Original) DHVSU Admin. Bldg. - Window 11
FEES
AGENCY TO PROCESSING PERSON
G-Il SUSES ACTION BE TIME RESPONSIBLE
PAID
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1. Present ID and 1. Verify

request for 2 studen

Copy of Clearance balance

at the Accounting from the

Ofiice gpemtand Administrative
instruct the | None 1 Minute Aide
student to Accounting Office
make

payment for
the request

made.
2. Pay the 2. Collect
necessary amount at | Payment and PHP Administrative
the Cashiering Office | issue OR for 50 1 Minute Officer
the payment Cashiering Office
made.

3. Present OR to 3. Print

the Accounting Office | and release - .
Administrative

Qlearance None 2 Minute Aide
S|g_ned by the Accounting Office
University
Accountant
PHP
TOTAL: 50 4 Minutes

5. Issuance of Statement of Account (SOA)
Issuance of statement of account to students as a requirement for
scholarship and other general purposes.

Office or
Division: Accounting Office
Classification: Simple
Type of
Transaction: G2C i Government to Citizen
Who may avail: All bona fide students who are required to secure statement of
account.
CHECKLIST OF REQUIREMENTS | WHERE TO SECURE
1 Student's 1 Internet Multimedia Center (IMC) (at
Identification Card the back of Admin. Bldg.)
(1 Original)
2 Official Receipt of 2
Payment (1 Cashiering Office, First Floor,
original) DHVSU Admin. Bldg. - Window 11
3 Documentary 3 Bureau of Internal Revenue (BIR),
Stamp (1 piece) Sindalan, CSFP
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FEES

AGENCY PROCESSING PERSON e

CLIENTSTEPS 1 “AcTiON e TIME RESPONSIBLE
1. Requestfor | 1. Verify student

Statement of records Administrative

@lc;count % None 2 Minutes Aide

N Accounting Office

Accounting

Office.
2. Payment | 2. Collect Administrative
gfa';ﬁfeﬁ;;he Paymes PHP50 | 2 Minutes Officer

. Cashiering Office
Office
3. Present | 3. Print SOA
the Official and affix Administrative
Receipt to the documentary None 2 Minutes Aide
Accounting stamp Accounting Office
Office.
4, Wait for | 4. Release
the issuance of | the statement of Administrative
SOA from the account signed None 2 Minutes Aide
Accounting by the University Accounting Office
Office. Accountant

TOTAL: | PHP 50 8 Minutes
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ADMINISTRATIVE SERVICES OFFICE
External Service
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1. Employment Verification

Data Privacy Law.

Office or Division:

Human Resources(HR), Administrative Services Office

(ADMINSO)

Classification:

Simple

Type of
Transaction:

G2B i Government to Business;
G2G 1 Government to Government

Who may avail:

All government and private institutions with Letter of Consent
from the personnel being verified

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 Letter of Consent 1 From the employee/personnel
(1 original) being verified
FEES
AGENCY TO PROCESSING PERSON
CLIENT STEPS ACTION BE TIME RESPONSIBLE
PAID
1. Conduct 1. Validate the o
Employment documents. _ Administrative
Verification and None 10 Minutes Aide |
submit the original ADMINSO
copy of the Letter of -
Consent of the 1.2 1f s pho_ne
: call, register into - .
personnel being the logbook the _ Administrative
verified to the HR. ) None 2 Minutes Aide |
trapsactlon/s ADMINSO
being made.
2. If walk-in, 2. Once validated,
register into the provide only the
Logbook for necessary -
ADMINSO information Ailrﬁﬁir;tlfellrt}se
Transactions and needed by the None 15 Minutes Officer
proceed to client with respect ADMINSO
employment to the letter of
verification at the consent.
HR.
3. Accomplish the 3. Ensure
Customer Survey evaluation of the Supervising
Form and drop to service delivery. : Administrative
the designated drop Nene SR Officer
box. ADMINSO
TOTAL: | None 30 Minutes
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ADMINISTRATIVE SERVICES OFFICE
Internal Services
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1. Issuance of Certificate of Employment (COE)
Issuance of a document stating the name, employment status,
employment coverage, compensation and benefits of the former
or current employee of the university to be used for legal
purposes only.

Office or Division:

(ADMINSO)

Human Resources (HR), Administrative Services Office

Classification:

Simple

Type of Transaction:

G2C 1 Government to Citizen

Who may avail:

and Permanent)

All Employees of DHVSU (Job Order, Casual, Temporary,

CHECKLIST OF REQUIREMENTS | WHERE TO SECURE
1 Government 1 Any ID issuing government agency
issued ID (1
original)
2 COE Request 2 HRM, ADMINSO, Ground Floor,
Form (1 DHVSU Administration Bldg.
original)
CLIENT STEPS AGENCY | T5E5 | PROCESSING PERSON
ACTION PAID TIME RESPONSIBLE
1. Secure and 1. Verify and
accomplish repare the - :
Certific%te of FC):er?ificate of . Administrative
None 3 Minutes Aide |
Employment Employment ADMINSO
Request Form at the | (COE)
HR
2. Register at the 2. Print the Administrative
Logbook for COE at | COE None 2 Minutes Aide |
HR. ADMINSO
3. Wait for the | 3.1 Verify and Chief
issuance of the COE | signthe COE | pnone > Minutes Administrative
at the HR. Officer
ADMINSO
3.2 Issue the Administrative
signed COE None 1 Minute Aide |
ADMINSO
4. Accomplish 4. Ensure
the Customer evaluation of Administrative
Survey Form and the service None 2 Minutes Aide |
drop to the delivery. ADMINSO
designated box.
TOTAL: | None 10 Minutes
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2. Issuance of Service Record

| ssuance

of a

document ary

activities to be used for legal purposes only.

h-ielatédo r y

Office or Division:

Human Resources(HR), Administrative Services Office

(ADMINSO)

Classification:

Simple

Type of Transaction:

G2C i Government to Citizen

Who may avail:

All Employees of DHVSU (Job-Order/Contract of Service,
Casual, Temporary, and Permanent)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 Government issued ID (1 1 | Any ID issuing government agency
original)
2 Service Record Request 2 | HR, ADMINSO, Ground
Form (1 original) Floor, Administration Bldg.
FEES
AGENCY TO PROCESSING PERSON
CLIENT STEPS ACTION BE TIME RESPONSIBLE
PAID
1. Secure and submit | 1. Verify and
the accomplished prepare the Administrative
Service Request Service Record | None 2 Minutes Assistant IV
Form at HR. ADMINSO
2. Register at the 2. Print the Administrative
Logbook for Service Service None 2 Minutes Assistant IV
Record at HR. Record ADMINSO
3. Wait for the | 3.1 Verify and Chief
issuance  of  the | sign the None > Minutes Administrative
Service Record at HR. | Service Record Officer
ADMINSO
3.2 Issue the Administrative
ggggrddSerwce None 1 Minute Assistant IV
ADMINSO
4. Accomplish the | 4. Ensure
Customer Survey evaluation of Administrative
Form and drop to the | the service None 2 Minutes Assistant IV
designated box. delivery. ADMINSO
TOTAL: | None 10 Minutes
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3. Issuance of University Issued Identification Card (New)

This describes the procedure in acquiring university issued
identification card.

Office or Division:

Human Resources (HR), Administrative Services Office

(ADMINSO)

Classification:

Simple

Type of Transaction:

G2C 1 Government to Citizen

Who may avail:

All Employees of DHVSU (Job Order, Casual, Temporary,

and Permanent)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 ID Request Form (1 1 | HR, ADMINSO, Ground Floor
original Administration Bldg.
FEES
AGENCY TO PROCESSING PERSON
CLIENT STERS ACTION BE TIME RESPONSIBLE
PAID
1. Secure and 1.1 Input data
accomplish ID in the Administrati
Request Form atthe | Personnel : ministrative
ADMINSO M t None 10 Minutes Aide 1
: anagemen ADMINSO
and Payroll
System
1.2. Approve/ Chief
Disapprove None 5 Minutes Administrative
request Officer
ADMINSO
2. Present the 2. Verify the o _
approved ID Request | information and Administrative
Form to the print the ID. Aide |
. . . Room 1, IMC (at
Internet/Multimedia None 15 Minutes
) the back of the
Center .(IMC) office Administration
and wait for the ID
_ Bldg.)
issuance.
3. Return to the 3. Ensure
HR and evaluation of
accomplish the the service Administrative
Customer Survey | delivery. None 2 Minutes Aide |
Form and drop to ADMINSO
the designated
box.
TOTAL: | None 32 Minutes
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4. Reissuance of University Issued Identification Card

(Replacement)

Granting approval for the replacement for lost, stolen and outdated
identification card.

Office or Division:

Human Resources (HR), Administrative Services Office
(ADMINSO)

Classification:

Simple

Type of Transaction:

G2C i Government to Citizen

Who may avail:

All Employees of DHVSU (Job Order, Casual, Temporary,
and Permanent)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 ID Request Form (1 1 | HR, ADMINSO, Ground Floor
original) Administration Bldg.
2 Affidavit of Loss for lost | 2 | Law Firm / Notary Public
ID (1 original)
FEES
AGENCY TO PROCESSING PERSON
CLIENT STEPS ACTION BE TIME RESPONSIBLE
PAID
1. Secure and 1. Update data
accomplish ID G f ther|
Request Form changes) in the Administrative
Personnel None 10 Minutes Aide |
Management ADMINSO
and Payroll
System
2. Wait for the 2. Approve/ Chief
approval of the Disapprove None 5 Minutes Administrative
request request Officer
ADMINSO
3. Present the 3. Verify the . _
approved ID Request | information and Administrative
Form to the print the ID. RoomAlld?I\l/l o
Internet/Multimedia None 15 Minutes '
. the back of the
Center (IMC) office B Omit St atitn
and wait for the ID Bldg.)
issuance.
4. Accomplish the | 4. Ensure
Customer Survey | evaluation of Administrative
Form and drop to the service None 2 Minutes Aide |
the designated delivery. ADMINSO
box.
TOTAL: | None 32 Minutes
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5. Processing of Application for Leave of Absence

This describes the procedure in processing the leave application among
the DHVSU personnel under Casual, Temporary, and Permanent

status.

Office or Division: (ADMINSO)

Human Resources (HR), Administrative Services Office

Classification: Simple

Type of
Transaction:

G2C i Government to Citizen

Who may avail:

All Employees of DHVSU with Casual, Temporary, and
Permanent status.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 Accomplished Application

for Leave Form/CSC

Form 6 (2 original)
CSC Form 6, Revised 1984 /

DHVSU-QSP-ADMINSO-002-FO001-

RO1

101

il

HR, ADMINSO, ground Floor,
Administration Bldg.

Official DHVSU Website
(dhvsu.edu.ph) i HR
Downloadable Forms 1T Application
for Leave Form

Official CSC Website
(www.csc.gov.ph)

2 Medical Certificate (1
original)

-for 6 days and beyond
leave of absence

Registered Physician of the
concerned personnel

3 Duly signed Clearance
Form (3 original)

-for 30 days leave of
absence

HR, ADMINSO, DHVSU
Administrative Bldg.

Official DHVSU Website
(dhvsu.edu.ph) i HR
Downloadable Forms i Clearance
Form

FEES
AGENCY TO PROCESSING PERSON
SEIENU SUEES ACTION BE TIME RESPONSIBLE

PAID
1. Secure and 1. Receive and
accomplish CSC indicate the G
FO”‘? 6'. per sonme I None 10 Minutes Assistant IV
Application for credits on the ADMINSO
Leave Form and form
submit to the HR
2. Register at the 2. Certify the
Logbook for correctness of the Supervising
ADMINSO number of leave None 15 Minutes Administrative
Transactions while | credits. Officer
waiting for the ADMINSO
verified application
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3. Forward the CSC
Form 6 to the

3. Recommend
the approval/

Dean/ Unit

Immediate Superior | disapproval of None 1 Hour Director
the application for DHVSU
leave

4. Forward the CSC | 4. Recommend Chief

Form 6 to the HRM | the approval of , Administrative
the agglication for hlone SMINUtES Officer
leave ADMINSO

5. Wait for the 5.1 Approve / University

approval of the Disapprove the President

application for application for . Office of the
leave leave None 2 Minutes University
President
Administration
Bldg.
5.2 If
disapproved,
inform the
personnel on the Administrative
result of the None 2 Minutes Assistant IV
application and ADMINSO.
take note on the
Remarks of the
logbook
5.3 If approved,
inform the
personnel on the
result of the
application, take Administrative
note on the , .
Remarks of the None 5 Minutes A:S:\ilﬁ?\lnéé)v
logbook and
update the
Empl oyeed
Leave Card for
future reference.

6. Accomplish | 6. Ensure

the Customer evaluation of the Administrative

Survey Form and service delivery. None 3 Minutes Assistant IV

drop to the ADMINSO

designated box.
TOTAL Nonchlt faraaurids
Minutes
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6. Processing of Application for Monetization
This describes the procedure in processing the application for
monetization among the DHVSU personnel under Casual, Temporary,
and Permanent status.

. . Human Resources (HR), Administrative Services Office
Office or Division:

(ADMINSO)
Classification: Simple
Type of
Transaction: G2C i Government to Citizen

All Employees of DHVSU with Casual, Temporary, and

Who may avail: Permanent status.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Accomplished 1 |1 HR, ADMINSO, Ground Floor,
Application for Leave Administration Bldg.
Form/CSC Form 6 (2 1 Official DHVSU Website
original) (dhvsu.edu.ph) i HR
ga\C/S':S-rgSGﬁ-i?D\lﬁﬁsl(;)-%%é-FOOO1- Downloadable Forms i Application
RO1 for Leave Form

1 Official CSC Website
(www.csc.gov.ph)

2 Approved Request Letter | 2 | 1 Concerned personnel

for Monetization by the

University President (1

original)

-for 10 days and beyond

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

1. Secure and 1. Receive and
accomplish CSC indicate the Administrative
500 o el o Ul NACHEE 0NNEel None 10 Minutes Assistant IV
for Leave Form leave credits on ADMINSO
(Monetization) and the form
submit to the HRM
2. Register at the 2. Certify the
Logbook for correctness of Supervising
ADMINSO the number of s Administrative
Transactions while leave credits QRS eSS Officer
waiting for the ADMINSO
verified application
3. Forward the CSC | 3. Recommend
Form 6 to the the approval/ Dean/ Unit
Immediate Superior | disapproval of None 15 Minutes Director

the application DHVSU

for monetization
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4. Forward the 4. Initially sign to .
signed CSC Form 6 | recommend the Admﬁlrig?rfative
to the HRM apprpva_l of the None 3 Minutes Officer
appllcz_itlon for ADMINSO
monetization
5. Wait for the 5.1 Approve / University
approval of the Disapprove the President
application for application for : Office of the
monetization monetization None 2 Minutes University
President
Administration
Bldg.
5.2 If
disapproved,
inform the
personnel on the Administrative
result of the None 2 Minutes Assistant IV
application and ADMINSO
take note on the
Remarks of the
logbook
5.3 If approved,
inform the
personnel on the
result of the Administrative
application and None 5 Minutes Assistant IV
update the ADMINSO
Empl oyee
Leave Card for
future reference.
6. Accomplish 6. Ensure
the Customer evaluation of the Administrative
Survey Form and service delivery. | None 3 Minutes Assistant IV
drop to the ADMINSO
designated box.
TOTAL: | None 55 Minutes

7. Processing of Application for Retirement
This describes the procedure in processing the application for
Retirement among the DHVSU personnel under Casual, Temporary,
and Permanent status.

Office or Human Resources (HR), Administrative Services Office
Division: (ADMINSO)

Classification: | Simple

Type of

Transaction:

G2C i Government to Citizen
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Who may avail:

status.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Signed Letter of Intent 1 | Concerned Employee

to Retire addressed to
the University
President (1 original, 3
photocopies)

2 Approval Letter from
the University
President (1 Original, 3
photocopies)

2 | Office of the University President, 2~
Floor, Administration Building

3 Duly Signed
Application for

3 | GSIS Website -
https://www.gsis.gov.ph/downloadable

Retirement Form (4 -forms
original)
4 Duly Signed Certificate 4 | HR, ADMINSO, Ground Floor,

of No Administrative
Case (4 original)

Administration Bldg.

5 Duly Signed
Certification on
Declaration of
Pendency and Non-
Pendency (4 original)

5 HR, ADMINSO, Ground Floor,
Administration Bldg.

6 Signed Service Record 6 | HR, ADMINSO, Ground Floor,
(4 original) Administration Bldg.
7 Clearance Form (3 7 | HR, ADMINSO, Ground Floor,
original) Administration Bldg.
8 Accomplished CSC 8 | HR, ADMINSO, Ground Floor,
Form 6 (3 original) Administration Bldg.
9 2X2 Picture with white 9 | Any photo shop available
background (3 original)
FEE
PERSON
CLIENT STEPS | AGENCY ACTION | 510 | PROSESSING | pesponsia
PAID =
1. Register at 1. Assist the
the Logbook client. Administrative
for None 2 Minutes Aide |
ADMINSO ADMINSO
Transaction.
2% Transact | 2. Advice the
with the HRMO | client to formally ¥
and inform them | make a letter of e,

; : : . : Administrative
his/her intentto | intent to retire None 15 Minutes Officer
retire. ad_dressed to the ADMINSO

university
president.
44




3. Submit
the signed

Letter of Intent

3. Receive the
letter, notify the
HRMO and

Administrative

to the HRMO. forward it to the | None 10 Minutes Aide |
office of the ADMINSO
university
president.
4. Wait for the 4. Issue a Letter of University
approval of the | Approval/Disappro President
letter from the val to the None 10 Minutes 2~ Floor,
university Retirement of the Administration
president. concerned client. Bldg.
5. Accompli | 1. Receive the
sh and sign the document and Supervising
GSIS fill-in the , Administrative
Application necessary None 15 Minutes Officer
Form for information ADMINSO
Retirement and needed
submit to the 5.2 Initially sign to
HR. recommend for Chief
approval of the , Administrative
application for NEDP 10 Minutes Officer
Retirement of the ADMINSO
personnel.
5.3 Finally Sign to University
recommend for the President
approval of the , Office of the
application for None 10 Minutes Univ. President,
Retirement of the 2+ Floor,
personne'_ Admin. Bldg
5.4 Attach the
Certification of No
Administrative Supervising
Case, Declaration , Administrative
of Pendency and None 15 Minutes Officer
Non-Pendency and ADMINSO
Service Record to
the form
5.5 Prepare a Administrative
Transmittal Letter None 5 Minutes Assistant IV
to GSIS ADMINSO
5.6 Upon approval " ]
of the university Liguson Officer
president, the None 1 Hour BHVS

documents will be
submitted to the
GSIS office.

(Or the Retiree
himself)
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6. While 6. Ensure
waiting for evaluation of the
t he GSI service delivery.
response, Administrative
accomplish Aide I,
the . Supervisin
Customer Nong SiMinutes Admﬁnistrati?/e
Survey Form Officer
and drop to ADMINSO
the
designated
box.

TOTAL: | None | 2 Hours, 35 Minutes
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ADMINISTRATIVE SERVICES OFFICE i
COMPENSATION AND OTHER BENEFITS UNIT
Internal Service

47




1. Approval of Loan Application (PAG-IBIG and GSIS)
Granting approval of loan applications for Pag-lbig and GSIS Loan

Office or Division: Compensation and Other Benefits Unit - Administrative
Services Office (ADMINSO)
Classification: Simple
Type of Transaction: | G2C i Government to Citizen
Who may avail: All Employees of DHVSU (Job Order, Casual, Temporary,
and Permanent)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Two (2) Government 1 | Any ID issuing government agency
Issued IDs (2
Photocopies back and
front)
2 Loan Application Form 2 | -GSIS Website 1 gsis.com.ph i
(1 Original) Downloadable Forms
-Paglbig Website i Paglbig Loan
Form
-ADMINSO, Ground Floor
Administrative Bldg
FEES
AGENCY TO | PROCESSING PERSON
CLIENT STEPS ACTION BE TIME RESPONSIBLE
PAID
1. Inquire on specific | 1. Assist the
Loan Application client. Prepare Administrative
and register at the | necessary N . .
one 5 Minutes Aide |
Logbook of documents ADMINSO
ADMINSO needed
Transactions.
2. Accomplish the | 2. Sign the
Loan Application Form | Loan
and attach two (2) Application
photocopies of two (2) | Form and T,
government issued advice the N - -
: . , one 10 Minutes Officer V
IDs (showing front and | client to submit ADMINSO
back of the ID) the documents
to the
respective
agency.
3. Accomplish the 3. Ensure
Customer Survey evaluation of o I
Form and drop to the | the service A ,
4 - None 15 Minutes Aide |
designated box. delivery and ADMINSO
wait for the
request to
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confirm the
approval of the
application of
the loan from
the concerned
agency.

TOTAL:

None

30 Minutes

2. Issuance of Certificate of Payment - Remittances

Issuance of a document stating that the contributions/premiums and

loans of the employee has been paid.

Office or Division:

Compensation and Other Benefits Unit - Administrative

Services Office (ADMINSO)

Classification:

Simple

Type of
Transaction:

G2C i Government to Citizen

Who may avail:

All Employees of DHVSU (Job Order, Casual, Temporary, and

Permanent)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 Government issued ID (1 1 | Any ID issuing government agency
original
FEES
AGENCY TO PROCESSING PERSON
CLIENT STEPS ACTION BE TIME RESPONSIBLE
PAID
1. Secure and 1. Verify and Administrative
accomplish check the Officer V
Certificate of premium or loan _ Administrative
Payment- remittance report | None 30 Minutes Assistant Il
Remittances Form and official Adei\aséritwe
receipts ADMINSO
2. Wait for the 2.1 Prepare and Administrative
issuance of print the Officer V
Certificate of Certificate of : Administrative
Payment Payment None 5 Minutes Assistant I
Administrative
Aide 1
ADMINSO
2.2 Certify the Chief
correctness of ' Administrative
the Certificate of AT M3 Officer
Payment ADMINSO
2.3 Issue the Administrative
Certificate of Officer V
Payment None 2 Minutes Administrative
Assistant Il

Administrative
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Aide 1

ADMINSO
3. Accomplish 3. Ensure Administrative
the Customer | evaluation of the Officer V
Survey Form and | service delivery _ Administrative
drop to the None 3 Minutes Assistant Il
: Administrative
designated box. At 1
ADMINSO
TOTAL: | None 45 Minutes

4. Issuance of BIR FORM 2307

Issuance of a document stating the monthly income payments and tax
withheld for the quarter.

Office or Division:

Compensation and Other Benefits Unit - Administrative
Services Office (ADMINSO)

Classification:

Simple

Type of Transaction:

G2C i Government to Citizen

Who may avail:

All Employees of DHVSU (Job Order/Contract of Service)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 Government issued ID (1 1 | Any ID issuing government agency
original)
AGENcY | FEES | procESSING | PERSON
CLIENT STEPS ACTION T&FDE TIME RESPONSIBLE
1. Request for BIR 1. Assist the
Form 2307 and Client Administrative
register at the None 1 Minute Aide |
Logbook of ADMINSO
ADMINSO
Transactions.
2. Wait for the 2.1 Prepare Y. VI
issuance of the and print the : AR
None 5 Minutes Officer V
request at the BIR Form ADMINSO
ADMINSO. 2307
2.2 Verify and Administrative
sign BIR Form | None 5 Minutes Officer V
2307 ADMINSO
2.3 Issue the Administrative
signed BIR None 1 Minute Officer V
Form 2307 ADMINSO
3. Accomplish the 3. Ensure o AR &
Customer Survey evaluation of . kit
. None 3 Minutes Officer V
Form and drop to the | the service ADMINSO
designated box. delivery
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| TOTAL: | None | 15 Minutes |

4. Issuance of BIR FORM 2316
Issuance of a document stating the total amount of paid with
corresponding tax withheld during the calendar year.

Office or Division: Compensation and Other Benefits Unit - Administrative
Services Office (ADMINSO)
Classification: Simple
Type of
Transaction: G2C i Government to Citizen
Who may avail: All Employees of DHVSU (Casual, Temporary, and
Permanent)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Government issued ID (1 1 | Any ID issuing government agency
original)
FEES
AGENCY TO PROCESSING PERSON
CLIENT STEPS ACTION BE TIME RESPONSIBLE
PAID
1. Request for BIR 1. Assist the
Form 2316 and Client Administrative
[%%;ngkaé]fhe None 1 Minute Aide |
ADMINSO ADMINSO
Transactions.
2. Wait for the 2.1 Prepare - .
issuance of the and print the . Administrative
None 5 Minutes Officer V
request at the BIR Form 2316 ADMINSO
ADMINSO.
2.2 Verify and Administrative
sign BIR Form | None 5 Minutes Officer V
2316 ADMINSO
2.3 Issue the Administrative
signed BIR None 1 Minute Officer V
Form 2316 ADMINSO
3. Accomplish the 3. Ensure 1 .
Customer Survey evaluation of ; eabhStrative
: None 3 Minutes Officer V
Form and drop to the | the service ADMINSO
designated box. delivery
TOTAL: | None 15 Minutes

5. Issuance of Daily Time Record (DTR)
| ssuance of a document stating th
attendance
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Office or Compensation and Other Benefits Unit - Administrative Servicé&sy
Division: office(ADMNSO) "=
Classification: Simple

Type of

G2C 1 Government to Citizen
All Employees of DHVSU with Casual, Temporary, and
Permanent status.

Transaction:
Who may avail:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Government issued ID 1 Any ID issuing government agency
(1 original)
2 Memorandum / 2 Concerned Employee
Approved Letter
-basis for justification
CLIENT STEPS AGENCY 05> | PROCESSING | PERSON
ACTION PAID TIME RESPONSIBLE
1. Request for 1. Advice the
DTR and register client to secure . .
at the Logbook for | and accomplish N : Administrative
ADMINSO the DTR one 2 Minutes Aide |
. ADMINSO
Transactions at Request Form.
the HR
2. Submit the 2. Verify the
accomplished DTR | request and Administrative
Request Form to prepare to print None 5 Minutes Aide |
the ADMINSO. the DTR. ADMINSO
3. Check the 3. If there are
printed DTR for corrections,
possible validate through
corrections. submitted
memorandums/
letters and/or
documents,
make necessary
correction/s and Administrative
reprint DTR. None 5 Minutes Aide |
Note: If no ADMINSO
attachment/s
submitted,
advise the client
to furnish the
office a copy of
the memol/letter
to validate
corrections.
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4. Sign the DTR, 4. Check and

have it verified receive the Duly

through the signed DTR. Dean/ Unit
signature of the None 25 Minutes Director
Immediate DHVSU

Superior and
submit to the HR.

5. Accomplish | 5. Ensure

the Customer evaluation of the Administrative
Survey Form and | service delivery. None 3 Minutes Aide |
drop to the ADMINSO

designated box.

TOTAL: None 40 Minutes
6. Reissuance of Pay Slip

Reissuance of pay slip to employee detailing the amount of pay given
and the tax & contributions deducted to be used for legal purposes.

Office or Compensation and Other Benefits Unit - Administrative Services
Division: Office (ADMINSO)
Classification: Simple
Type of
Transaction: G2C i Government to Citizen
Who may avail: All Employees of DHVSU (Job Order, Casual, Temporary, and
Permanent)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Government issued ID 1 Any ID issuing government agency
(1 Original)
FEES
AGENCY TO PROCESSING PERSON
CLIENT STEPS ACTION BE TIME RESPONSIBLE
PAID
1. Request for 1. Advice the

reissuance of Pay | client to secure

slip and register at | and accomplish Administrative

the Logbook for the Pay slip INONE g IS A[;A‘,\'AO:EIISO

ADMINSO Request Form.

Transactions

2. Submit the 2.1 Verify and Administrative

accomplished Pay | prepare to print Officer V

slip Request Form | the Pay slip. None 5 Minutes Administrative Aide

at the ADMINSO. 1
ADMINSO
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2.2 Have the - . R
Pay slip signed Administrative Aide
by the None 3 Minutes Al A/
G Cashiering Officer
Officer. 9 Cashiering Office
28 |Ssugihe Administrative Aide |
signed Pay slip. | None 1 Minute ADMINSO

3. Accomplish the | 3. Ensure

Customer Survey | evaluation of the Administrative

Form and drop to | service delivery. | None 3 Minutes Aide |

the designated ADMINSO

box.

TOTAL: | None 15 Minutes

7. Request for Gross Pay
Issuance of a certification stating the name, employment status,
employment coverage, compensation and benefits for the calendar year.

Office or Division:

Compensation and Other Benefits Unit - Administrative
Services Office (ADMINSO)

Classification:

Simple

Type of
Transaction:

G2C i Government to Citizen

Who may avail:

All Employees of DHVSU

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Government issued ID (1 1 | Any ID issuing government agency
Original)
FEES
AGENCY TO PROCESSING PERSON
CLIENT STEPS ACTION BE TIME RESPONSIBLE
PAID
1. Request for ssist the client Administrative
Gross Pay and None 1 Minutes Aide |
register at the ADMINSO
Logbook for 1.2 Prepare and -
ADMINSO print the None 5 Minutes Adg;fr;:}sg:e{}we
Transaction certification. ADMINSO
1.3 Verify and Chief
sign the N T Admini_strative
certification. Officer
ADMINSO
1.4 Issue the Administrative
Certificate of None 1 Minute Aide |
Gross Pay ADMINSO
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2. Accomplishthe | 2. Ensure Administrative e
Customer Survey | evaluation of the ' mipistragye
: . None 2 Minutes Aide |
Form and drop to service delivery.
. ADMINSO
the designated box.

TOTAL: | None 15 Minutes

8. Request for Net Pay
Issuance of a certification stating the name, employment status,
compensation and deductions for the month.

Office or Division: | Compensation and Other Benefits Unit - Administrative
Services Office (ADMINSO)
Classification: Simple
Type of
Transaction: G2C i Government to Citizen
Who may avail: All Employees of DHVSU
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Government issued ID (1 1 | Any ID issuing government agency
Original)
AGENCY FEES PROCESSING PERSON
CLIENT STEPS ACTION Tp(?A\?DE TIME RESPONSIBLE
1. Request for Net psist the client Administrative
Pay and register None 2 Minutes Aide |
at the Logbook ADMINSO
for ADMINSO 1.2 Prepare and Administrative
ransaction print the None 5 Minutes Officer V
certification. ADMINSO
1.3 Verify and Chief
sign the None 5 Minutes Administrative
certification. Officer
ADMINSO
1.4 Issue the Administrative
Certificate of Net | None 1 Minute Aide |
Pay ADMINSO
2. Accomplish the 2. Ensure Administrative
Customer Survey evaluation of the None 2 Minutes Aide |
Form service delivery. ADMINSO
TOTAL: | None 15 Minutes
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9. Vehicle Services Process 2
This describes the motor pool vehicle request services process provided
in the University.

Office or
Division: Motor pool, Administrative Services Office (ADMINSO)
Classification: Simple
Type of
Transaction: G2C i Government to Citizen
Who may avail: | All Employees and Students of DHVSU
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Approved Travel Memo (1 1 | Concerned Faculty / Personnel /
photocopy) Students
2 Approved Vehicle Request | 2 | Motor pool, near the University
Form (1 original) Gymnasium
3 Trip Tickets (3 original) 3 | Motor pool, near the University
Gymnasium
FEES
TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE TIME RESPONSIBLE
PAID
1. Request for 1.1 Secure
vehicle and approved Travel _
register at the | Memorandum and None 5 Minutes Supervisor
Logbook of Vehicle Request Motor pool
Motor pool. Form.

1.2 Check the
availability of the _
driver and transport | None 10 Minutes Supervisor

vehicle to be used. Motor pool
1.3 Mark the

approved travel on 4 _
the whiteboard for None 3 Minutes upervisor
Scheduled Travel Motor pool
1.4 Inform the driver :
on the trip details None 5 Minutes fﬂl:)rt)g:\g(s)z:

1.5 Prepare the

Vehicle Trip Ticket. | None 5 Minutes - Drivel

Motor pool

1.6 Secure the
signature of the None 1 Hour
mechanic, motor

University Driver
Motor pool
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2. Secure
confirmation of

the availability of

the request for
vehicle.

pool supervisor, the
VPAF and the
University
President.

2. Confirm the trip
and departure time
with the client

None

10 Minutes

University Driver
Motor pool

3. Coordinate with

the university
driver on the
scheduled trip.

3.1 Check the
vehicle to be used
prior to the
scheduled trip.
Note: In case of
vehicle malfunction,
the condition shall
be reported
immediately to the
MPS who in turn
will assign another
available vehicle.

None

20 Minutes

University Driver
Motor pool

3.1 Inform the client
of the alternative
vehicle to be used.

None

2 Minutes

University Driver
Motor pool

3.2 Require all
passenger
personnel to affix
individual
signatures on the
trip ticket.

None

5 Minutes

University Driver
Motor pool

4. Ensure
evaluation of the
service delivery
made.

4. Accomplish the
Customer Survey
Form and drop to
the designated
box

University Driver

3 Minutes Motor pool

None

2 Hours, 13

TOTAlS Minutes

None
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ADMISSION OFFICE

External Services
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1. Application Procedure - General Admission
This describes the process of efficient and effective assistance to
student seeking admission in the university in relation to evaluation,
selection and placement, by providing students with appropriate
guidance in choosing academic program that fits their interest, ability
and aptitude.

Office or Division: Office of Admissions
Classification: Simple
Type of Transaction: G2C i Government to Citizen
Who may avail: All graduating Senior High School Students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Application Form (1 |1 Office of Admissions (1=« Floor,
original) Student Affairs and Services Bldg.)
2 Senior High School | 2 School of origin
Report Card (1
original, 1

photocopy) i For

First Year College
applicant

3 Grade 6 Report 3 School of origin
Card (1 original, 1
photocopy) i For

Grade 7 applicant

4 Good Moral 4 School of origin
Certificate (1
original, 1
photocopy)
5 PSA Birth Certificate | 5 Philippine Statistics Authority,
(1 original, 1 Maimpis, CSFP
photocopy)
6 Transcript of 6 School of origin

Records ( 1 original,
1 photocopy) i For
Graduate School

applicant
FEES
PERSON
CLIENT STEPS | AGENCYACTION | 1O |PROCESSIN | begponsis
BE G TIME
PAID Ls

59




1. Submit required

documents to
the Admissions

erifies submitted
pcuments of the
pplicant including grade

Administrative

Office quirement and issue . Aide
e Application Form and 2 Le 2 Mjputes Office of
ustomer Satisfaction Admissions
urvey Form
2. Once verified,
:AS\SU:? tht‘_':' - Administrative
pplication Form , Aide
to be filled out by | None | 1 Minute Office of
the applicant. Admissions
2. Submit hecks the Application
accomplished orm if appropriate fields
Application Form re properly filled out for Administrative
& additional rofiling. A Aide
requirements to Ione 2 Minutes Office of
the Admissions Admissions
Office.
2. Profiles
and
saves
students' Administrative
ersonal . Aide
%formati None 5 Minutes Office of
on in the Admissions
enrolme
nt
system.
3. Double check |sues Test Stub,
personal trieves accomplished 5. _
information in  Justomer Satisfaction Adm";.'j"at've
the profiling urvey Form and None 2 Minutes Offilcg of
system _of the structs the stude_nt to A Sidns
Admissions roceed to the Guidance
Office. Testing Center
2. Secure
schedul
© e Psychometricia
Universit | None 3 Minutes y n
y
Admissi
on Test
TOTAL: | None 15 Minutes
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2. Application Procedure - Change of Campus
This describes the process of assisting students who plan to
transfer from extension campus to main campus and vice-versa.

Office or
Division: Office of Admissions
Classification: Simple
Type of
Transaction: G2Ci Government to Citizen
Who may All DHVSU College Students
avail?:
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Application Form (1 1 Office of Admissions (1« Floor,
original) Student Affairs and Services Bldg.)
2 Clearance (1 original) 2 School of origin (Releasing
Campus)
3 Original Copy of 3 University Registrar, 1« Floor
Grades (1 original, 1 Administration Bldg.
photocopy)
4 Valid ID and specimen 4 Respective Parent/Legal Guardian
signature of
Parent/Legal Guardian
(1 original, 1
photocopy)
FEES
CLIENT TO | PROCESSING PERSON
STEPS AGENCY ACTION BE TIME RESPONSIBLE
PAID
1. Submitfor |1. Verifies submitted
verification documents and
the issues Application Administrative
required Form to Change of . Aide
documents Campus and I SgETIeS Office of
to the Customer Admissions
Admissions Satisfaction
Office. Survey Form
2. Submit pecks the Application
accomplished |rm if appropriate fields =~ :
Application 2 properly filled out. Admm|ds(tarat|ve
Form to None 3 Minutes Office of
Change of Admissions
Campus at the
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Admissions 2.
Office.

Signs the
endorsement form,
retrieves
accomplished
Customer
Satisfaction
Survey Form and
advise the student
to proceed to their
respective college
dean/campus
director for the
approval of the
request to change
campus prior to
enrolment.

None

Director
Office of
Admissions

2 Minutes

TOTAL:

None ‘

8 Minutes

3. Application Procedure i Shifting
This describes the process of guiding and assisting student who
wishes to shift from one academic program to another academic
program of interest. The process will consider student's interest,

ability and aptitude.

Office or Division:

Office of Admissions

Classification:

Simple

Type of Transaction:

G2C i Government to Citizen

Who may avail:

Students in the tertiary level who wish to change
academic program

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1 Application Form (1 1 Office of Admissions (1« Floor,
original) Student Affairs and Services

Bldg.)

2 Shifting Form (1 2 Office of Admissions (1« Floor,

original) Student Affairs and Services
Bldg.)

3 Profile Updating form | 3 Office of Admissions (1« Floor,

(1 original) Student Affairs and Services
Bldg.)

4 Copy of Grades (1 4 University Registrar's Office, 1«
original, 1 Floor, Administration Bldg.
photocopy)

5 Clearance Form (1 5 Accounting Office (1« Floor,
original, 1 Administration Bldg.)
photocopy)

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

PAID
1. Submit 1. Verifies and
required checks documents
documents for | of student applicant Administrative
Shifting to the | specially the grade None > Minutes Aide
Admissions requirement for the Office of
Office. degree program the Admissions
student decide to
shift into.
2. Issues
Applic Administrative
ation . Aide
Form None 1 Minute Office of
to Admissions
shift.
2. Submit 1. Check the
acco.mplllshed gppllcatlon form Administrative
Application if appropriate None . Aide
Form & other fields are 3 Minutes Office of
requirements to properly filled Admissions
the Admissions out.
Office.
2. Sign the
Endorsement
Form and advise
the student to
proceed to their
respective Director
college None 2 Minutes Office of
dean/campus Admissions
director for the
approval of the
request to shift
prior to
enrolment.
TOTAL: | None 8 Minutes

4. Application Procedure - Transferee

This describes the process of issuing application forms to
individuals who intends to transfer in this University.

Office or Division:

Office of Admissions

Classification:

Simple
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G2C i Government to Citizen
All students in tertiary level who plans to enroll in
the university except graduating students.

WHERE TO SECURE

Type of Transaction:
Who may avail:

CHECKLIST OF REQUIREMENTS

1 Application Form (1 original) | 1 Office of Admissions (1«
Floor, Student Affairs and
Services Bldg.)
2 Honorable Dismissal (1 2 School of origin
original, 1 photocopy)
3 Transcript of Records (1 3 School of origin
original, 1 photocopy)
4 PSA Birth Certificate (1 4 Philippine Statistics Authority,
original, 1 photocopy) Maimpis, CSFP
FEE
STO PERSON
CLIENT STEPS AGENCY ACTION | BE | "ROCESSI | oesponsis
NG TIME
PAI LE
D
1. Submit the . Verifies and checks
required submitted

documents for
verification to
the Admissions

documents specially
the grade
requirement of the

Administrative

Office. degree program the N:n 3 Minutes Aide Office of
student decides to Admissions
take. Issues
Customer
Satisfaction Survey
Form

2. Submitthe [L. Checkthe Application

accomplished Form if appropriate fields Administrative

Application are properly filled out | Non . Aide

F(F))rpm 2 property . 5 Minutes Office of

Admissions

requirements to
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the Admissions
Office

2.

Input
student's
personal
informatio
nin the
enrolment
system
(Profiling)
and
advise
them to
proceed at
the
Guidance
and
testing
Center for
University
Admission
Test
(UAT)
Schedule.
Retrieves
accomplis
hed
Customer
Satisfactio
n Survey
Form

Non

5 Minutes

Administrative
Aide
Office of
Admissions

3. Take the
Admission Test and
wait for the result of
the examination to
be posted in the
Bulletin Board for
Qualified Applicants
of the Admissions
Office.

rify student's

alification based on the
AT result with respect to

> admission and retention
quirements of the college.

Non

5 Minutes

Administrative
Aide
Office of
Admissions

2.

Issue
Admission
Slip to
those who
qualified.

Non

1 Minute

Administrative
Aide
Office of
Admissions
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4. Secures 4, Sign the
admission slip duly | Admission Slip and
signed by the instruct the transferee
Director for to the college dean / Non Director
Admissions. campus director where A 5 Minutes Office of

he plans to transfer Admissions
5. Secures 5. Approve/
approval of the Disapprove the College Dean /
Admission Slip from | Admission Slip for Campus
the college dean/ | Transfer. Non |4 mMinute Director
campus director e DHVSU Main
where the student and Extension
plans to transfer Campuses

Non
TOTAL.: e 25 Minutes

5. Application Procedure i Returnee

This describes the process of guiding and assisting students who
stopped and seek re-admission in the University

Office or Division: Office of Admissions
Classification: Simple
Type of Transaction: G2C i Government to Citizen
Who may avail: Students in the tertiary level who stopped and
seek re i _admission in the University
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Application Form (1 1 Office of Admissions (1« Floor,
original) Student Affairs and Services
Bldg.)
2 Profile Updating form (1 2 Office of Admissions (1« Floor,
original) Student Affairs and Services
Bldg.)
3 Copy of Grades (1 3 University Registrar's Office, 1«
original, 1 photocopy) Floor, Administration Bldg.
4 Clearance Form (1 4 Accounting Office (1« Floor,
original, 1 photocopy) Administration Bldg.)
AGENCY FEES TO | PROCESSING PERSON
e 1E ACTION BE PAID TIME RESPONSIBLE
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1.Submits required
documents for
Shifting to the
Admissions Office.

1. Verifies
and Administrative
checks . Aide
documents Nene 2 Minutes Office of
of student Admissions
applicant
2. 1
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r Administrative

m . Aide

None 1 Minute Office of

a Admissions
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None

1 Minute

Administrative
Aide
Office of
Admissions
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3. Submits
accomplished
Application Form &
other requirements
to the Admissions
Office.

uo< OO0 »PI—TDODOSTLQ O —

""DCDQ.C"’U)"’O('D*_'D.Q.JQJB“O_"JO_""‘QJO_'_'O'DQJ

None

1 Minutes

Director
Office of
Admissions
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Administrative
Aide
Office of
Admissions

1 Minute

None

e 0DV O0 0O EaTO .- = OO O
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6 Minutes

None

—O0CWW S >0 >Wo.. E

TOTAL:
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AUXILIARY SERVICES OFFICE

External Service

1. Application for Stall Rental
The procedure covers the opening of an account for the application for contract of
lease for commercial stall.

Office or
Division: Auxiliary Services Office
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Classificati
on: Simple
Type of
Transactio
n: G2B - Government to Business
Who may
avail: Prospective Lessee

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE
1 I(_le gﬁgﬁgstem 1 Prospective Lessee
Application
Form for Office of the Auxiliary Services (1«
Lease(1 Floor, University Hostel)

original)
Application for
Contract of Office of the Auxiliary Services (1«
Lease (1 Floor, University Hostel)

original)
Receipt for the
payment of

4 initial deposit (1 | 4
original, 1
photocopy)
Documents
needed,;
DHVSU
Commercial
Sanitary
clearance,
DHVSU

5 ﬁg;nar:\ de;cnlgl Fire 5 Office of the Auxiliary
Safety
clearance
checklist, stall
tenant and
employee ID
application
Form

Contract of
Lease (1 Office of the Auxiliary Services(1+
original, 1 Floor, University Hostel)
photocopy)

Cashiering Office (1« Floor, Admin
Bldg.)

CLIENT AGENCY FEES TO PROCESSING PERSON
SHEPS ACTION BE PAID TIME RESPONSIBLE
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1. Inquire 1. Check
for the the List of
availability | the Administrative Aide
of stalls existing None 5 Minutes Office of the Auxiliary
from Office | Lessee Services
of the
Auxiliary
2. Submita | 2.1
Letter of Forward
Intent the letter
addressed | to the
to the Office of
University the
President President
thru the for Administrative Aide
Office of the | approval None 30 Minutes Office of the Auxiliary
Auxiliary Services
Services 2.2 Issue
a
Memorand
um/
Routing
Slip upon
approval
3. Forward | 3. Check
the the List of
approved the
documents | existing
with the Lessee
attached Administrative Aide
memo to None 5 Minutes Office of the Auxiliary
the Office of Services
the
Auxiliary;
Check the
Avalilability
of the stalls
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4.1 Wait for
the
evaluation
of
application

4.2 Secure
and submit
the lease
application
for store
rental and
application
for DHVSU
Contract of
Lease

4.3 Acquire
the Letter
for the
Eligible to
open an
account
from the
Office of the
Auxiliary
Services

4.4
Proceed to
the
Accounting
Office for
the Account
opening

4.1
Evaluate
the
application
of
prospectiv
e lessee

4.2
Receive
the Lease
Applicatio
n Form
and
Applicatio
n for
DHVSU
Contract of
Lease

4.3 Issue
the Letter
for the
Eligible to
open an
account to
the lessee

4.4 Open
the
Account
for lease

None

2 Hours

Director of the of the Office
of the Auxiliary Services
Office of the President

Administrative Aide
Office of the Auxiliary
Services

Administrative Aide
Accounting Office
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5.1 Settle
payment for
2 months
deposit and
1-month
advance

5.1
Receive
payment
and issue
Receipt;

Snack and
Lunch with
stall 4 m x
2.85m
5,000
main
campus
4000,
satellite
campus;
Snack only
with stall 4
mx2.85m-
3,000
main
campus
2,000
satellite
campus;
Snack and
lunch
without stall
4,000
main
campus
3,500
satellite
campus;
Snack only
without stall
2,000
main
campus
1,500
satellite
campus;
Office and
school
supplies stall
3mx2mi
3,000
main
campus
2,000
satellite
campus;
Loading
Station Stall
2.5$mx2mi

30 Minutes

Administrative Aide &

Cahier's Office
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1,500.00;

Photocopyin
g Machine
Only
2,000
machine
main
campus
1,500
achine
satellite
campus;
Photocopyin
g machine
with stall
25mx2m
2,000
machine
plus
1,000
(stall) main
campus
1,500
achine plus
800.0
5.2 Submit | 5.2 (stall)
all the Receive satellite
required the campus;
documents | required Booth (for
to the Office | documents | university
of the ; DHVSU events) Administrative Aide
Aucxiliary Commerci 1,000 Office of the Auxiliary
Services al Sanitary | er day main Services
clearance, | campus
DHVSU 800.0
Commerci | satellite
al Hazard | campus
and Fire
Safety
clearance
checklist , None
Stall
tenant and
employee
ID
5.3 Receive | application
and Sign form
the
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Contract for | 5.3
lease Review
and issue
the
Contract of
5.4 Acquire | Lease
a copy of
the Notary
of Contract | 5.4 |ssue
and secure | the copy
Stall ID of the
Notary of
Contract
and Stall
ID
3
Total amount Hours
TOTAL: | will vary depending , 20
on the type of stall the | Minut
lessee applied for es

2. Application for DHVSU Venue Reservation
Issuance of the DHVSU Venue Reservation to students, organizations, colleges.
Alumnus, government agencies, and non i DHVSU as a requirement for

reservation of

Office or
Division:

Auxiliary Services Office

Classification:

Simple

Type of

Transaction:

G2B - Government to Business

Who may
avail:

All bonafide students, Organizations, Colleges, Alumnus,
Government Agencies, and non - DHVSU

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

1 | ey Venue Office of the Auxiliary Services
Reservation Form | 1
Letter of request

2 approved by the 5 Office of the President, Office of the
University Auxiliary Services
President

2 Memorandum S Office of the President
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University Venue

% Payment Slip 4 Office of the Auxiliary Services
5 DHVSU Official 5 Cahier, Office of the Auxiliary
Receipt Services

University Venue
6 Ingress & Egress | 6 Office of the Auxiliary Services
Clearance Form

University Venue
7 Reservation 7 Office of the Auxiliary Services
Cancellation Form

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

1. Checks 1. Checks
availability of the

venue schedule of Administrative Aide
the None Office of the Auxiliary
availability Services

of the
venues

2. Secures and | 2.Give the
submits the University
University Venue
Venue Reservation
Reservation Form to fill
Form up the 20 minutes
necessary
information,
Receive the
University
Venue
Reservation
Form and
give the
borrow
copy who
reserve the
venue

3. Submits the | 3. Receive
approved letter | the

Administrative Aide
None Office of the Auxiliary
Services

Administrative Aide

O] ?‘:tp rogeq[h None 2 working days | Office of the Auxiliary
SOy aie Services
University
President
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4. Office of the | 4.Receive ,
President the Pfficegotfhe
y President
issues approved
memorandum/ | letter by the None Administrative Aide
routing slip University Office of the Auxiliary
President Services
5.Secures 5.Issued the Administrative Aide
University University Cahier's Office
Venue Venue
Payment Slip Payment None Administrative Aide
to the OAS Slip Office of the Auxiliary
Services
6.Pays the 6.Collect For Hostel
rental fee to Payments T PHP
cashier 8,000
For Hostel
Guest
Room i
PHP
1,000
For Admini_strative_Aide
Executive | 2 working days Cahier's Office
I|5c|)_|upn gel beforte dthte Administrative Aide
event date Office of the Auxiliary
4,000 Services
For Multi
Purpose 1
PHP
5,000
For
Auditorium
i PHP
20,000
7.Provides a 7. Receive
copy of the the copy of Administrative
receipt to OAS | the Official N Aide
Receipt UL Office of the Auxiliary
Services
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8.Secures and | 8.Issued
submits and receive 1 hour before 14 . .
Ingress and the Ingress the eventand | Administrative Aide
Egress/ and Egress/ None 1 hour after Office gf thg Auxiliary
ervices

Clearance Clearance the event
Form Form
9.Secures and | 9.Issued
submits and receive
University the 2 working days | Administrative Aide
Venue University None before the Office of the Auxiliary
Reservation Reservation event Services
Cancellation Cancellation
Form Form

For Hostel T

PHP 8,000

For Hostel

Guest Room i

PHP 1,000

For Executive ﬁgl?ry;’hé

TOTAL: | Lounge i PHP
4,000 20
' Minutes

For Multi 1

Purpose i PHP

5,000

For Auditorium

i PHP 20,000
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BIDS AND AWARDS COMMITTEE

Internal Services
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1. Awarding of Procurement Project (Public Bidding)
This describes the procedure in awarding of procurement project under public bidding.
Office or Division: Bids and Awards Committee

Classification: Complex
G2B i Government to Business
Type of Transactions: | G2G 1 Government to Government

Who may avail: Procuring unit (Department/College/Office)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1| BAC Resolution (1 original) 1 | BAC Office, 2" Floor, University Food Center
2| Contract Agreement (1 original) 2 | BAC Office, 2" Floor, University Food Center
3| Notice of Award (1 original) 3 | BAC Office, 2" Floor, University Food Center
4| Notice to Proceed (DHVSU) (1 4 | BAC Office, 2" Floor, University Food Center
original)
CLIENT FEES TO | PROCESSING PERSON
STEPS AGENCY ACTION | ge paIp TIME RESPONSIBLE
1. V\/_an fo_r the |1.1 Prepare BAC BAC Secretariat
confirmation of | Resolution BAC Office
award recommending the
award to winning
bidder for Board of 3 Days
Regents confirmation None (Upon
1.2 Confirmation of schedule)
award of procurement DHVSU Board of
project Regents

84




2. Wait for the
issuance of
Notice of
Award (NOA),
Contract
Agreement
(CA) and
Notice to
Proceed (NTP)

2.1 Prepare and issue
the NOA, CA and NTP
2.2 Post the NOA, CA
and NTP in the
PhilGEPS website,
University website,
and conspicuous
places in the
University premises
2.3 Forward the
procurement
documents to the
Finance Management
Services Office for the
preparation of the
Obligation Request
and Status and Budget
Utilization Request
and Status for budget
allocation/utilization

None

6 Days

Head, BAC
Secretariat
BAC Office

TOTAL:

None

9 Days

2. Awarding of Procurement Project (Small Value Procurement)
This describes the procedure in awarding of procurement project under small value

procurement.
Office or Division: Bids and Awards Committee
Classification: Complex
G2B i Government to Business

Type of Transactions:

G2G i1 Government to Government

Who may avail:

Procuring unit (Department/College/Office)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1| BAC Resolution (1 original)

1 | BAC Office, 2™ Floor, University Food Center

Contract Agreement (1 original)

2 | BAC Office, 2" Floor, University Food Center

3 | BAC Office, 2™ Floor, University Food Center

2
3| Notice of Award (1 original)
4| Purchase Order ( 1 original)

4 | Supply and Procurement Office

CLIENT STEPS

AGENCY ACTION

FEES TO
BE PAID

TIME

PROCESSING

RESPONSIBLE

PERSON
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1. Wait for the 1. Prepare and

issuance of issue the NOA, CA

Notice of Award and NTP or PO

(NOA), Contract Head, BAC
Agreement (CA) None 4 Days Secretariat
and Notice to BAC Office

Proceed (NTP) or
Purchase Order
(PO)

2. Post the NOA,
CA and NTP in the

PhilGEPS website, Head, BAC
University website, None 1 Day Secretariat
and conspicuous BAC Office
places in the

University premises

3. Forward the
procurement
documents to the
Finance
Management
Services Office for
the preparation of BAC Secretariat
the Obligation None 1 Day BAC Office
Request and Status
and Budget
Utilization Request
and Status for
budget allocation/
utilization

TOTAL: None 6 Days

3. Procurement of Goods and Services - Public Bidding
This describes the procedure in awarding of procurement project under public

bidding.
Office or Division: Bids and Awards Committee
Classification: Highly Technical
G2B 1 Government to Business
Type of Transactions: | G2G i Government to Government
Who may avail: Procuring unit (Department/College/Office)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1| Abstract of Bids (1 original, 1 1 | BAC Office, 2" Floor, University Food
photocopy) Center
2| Pre-procurement Conference 2 | BAC Office, 2" Floor, University Food
Memoranda (1 original, 1 Center
photocopy)
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3| Bid Evaluation Report (1 original, 1 | 3 | BAC Office, 2" Floor, University Food
photocopy) Center
4| Invitation to Observers (1 original) 4 | BAC Office, 2" Floor, University Food
Center
5| Notice of Post Qualification ( 1 5 | BAC Office, 2" Floor, University Food
original) Center
6| Post Qualification Report (1 6 | BAC Office, 2" Floor, University Food
original) Center
7| Attendance Form (1 original) 7 | QA Office, 15t Floor, Research and
Development Center
CLIENT AGENGY ACTION | 16 oz | PROCESSING PERSON
STEPS PAID TIME RESPONSIBLE
1. Submit 1.1 Schedule Pre-
request for procurement
procurement conference and
documents prepare the bidding
documents
1.2 Post necessary Head, BAC
None 34 Days Secretariat
documents to BAC Office
PhilGEPS,
University website,
and conspicuous
places within the
University premises
2. Attend Pre- | 2. Conduct Pre- BAC Members
procurement procurement BAC office
conference conference None 1 Hour Procuring Unit
Representatives
DHVSU
3. Attend 3. Convene for the BAC Members
Opening of submission, receipt BAC office
Bids and opening of Bids _ )
document Procuring Unit
None 2 Hours Representatives
DHVSU
Bidder
Representative
4. Attend Bid 4. Conduct Bid BAC Members
Evaluation Evaluation BAC office
el s Procuring Unit
Representatives
DHVSU
5. Visit the 5. Conduct Post Procuring Unit
winning bidder | Qualification None 30 Days Representatives
DHVSU
TOTAL: | None 64 Days,
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| | | 4 Hours |

4. Procurement of Goods and Services (Shopping)
This describes the procurement procedure for goods and services under shopping.

Office or Division: Bids and Awards Committee
Classification: Complex
Type of Transactions: | G2G 1 Government to Government
Who may avail: Procuring unit (Department/College/Office)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1| Request for Quotation (1 original) 1 | Supply and Procurement Office
2| Notice of Award (1 original) 2 | BAC Office, 2" Floor, University Food Center
3| Purchase Order (1 original) 3 | Supply and Procurement Office
CLIENT FEES TO | PROCESSING PERSON
STEPS AGENEY ACTION BE PAID TIME RESPONSIBLE
1. Wait for the | 1.1 Prepare Request
release of for Quotation BAC Secretariat
goods 1.2 Send Request None — BAC Office
forQgotation d Administrative Aide
Supply Office
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2.1 Prepare Abstract
of Canvass and
BAC Resolution
2.2 Prepare and
award PO to
supplier with the
lowest price
quotation

2.3 Post the Notice
of Award and PO in
the PhilGEPS
website, University
website, and
conspicuous places
in the University
premises

2.4 Forward the
procurement
documents to the
Finance
Management
Services Office for
the preparation of
the Obligation
Request for budget
allocation

None

4 Day

BAC Secretariat
BAC Office

TOTAL:

None

6 Days

5. Procurement of Goods and Services (Small Value Procurement)
This describes the procedure in awarding of procurement project under small value

procurement.

Office or Division:

Bids and Awards Committee

Classification:

Complex

Type of Transactions:

G2G i1 Government to Government

Who may avail:

Procuring unit (Department/College/Office)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1| Pre-procurement Conference
Memoranda ( 1 photocopy)

1 | BAC Office, 2™ Floor, University Food Center

photocopy)

2| Request for Quotation (1 original, 1

2 | Supply and Procurement Office, DHVSU
Main-Campus

3| Price Quotation (1 original, 1

3 | Supplier

photocopy)
4| Bid Evaluation Report (1 original) 4 | BAC Office, 2" Floor, University Food Center
CLIENT FEES TO | PROCESSING PERSON
STEPS B CR S ACREN | BE PAYH TIME RESPONSIB
89




1. Submit
request for

1.1 Schedule Pre-
procurement

procurement conference and
documents prepare the bidding
documents
1.2 Post necessary Head, BAC
None 3 - 7 Days Secretariat
documents to BAC Office
PhilGEPS,
University website,
and conspicuous
places within the
University premises
2. Wait for the | 2. Prepare request Head, BAC
opening of for quotations and None 1 Day Secretariat
proposals price quotation form BAC Office
3. Attend 3. Convene for the BAC Members
Opening of submission, receipt BAC office
Suppl i er|andopening of ) _
Proposal Supplieros R?;Z‘gg%ﬁggs
None 2 Hours DHVSU
Supplier
Representative
4. Attend Bid 4. Conduct Bid BAC Members
Evaluation Evaluation BAC office
None 1 Hour Procuring Unit
Representatives
DHVSU
TOTAL: | None > 9 Days,
3 Hours

6. Repair and Maintenance - Small Value Procurement

This describes the procurement procedure for repair and maintenance under small

value procurement.

Office or Division:

Bids and Awards Committee

Classification: Complex

Type of Transactions:

G2G i1 Government to Government

Who may avail:

Procuring unit (Department/College/Office)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1| Pre-procurement Conference 1 | BAC Office, 2" Floor, University Food
Memoranda ( 1 photocopy) Center
2| Request for Quotation (1 original, 1 | 2 | Supply and Procurement Office, DHVSU
photocopy) Main-Campus
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photocopy)

3| Price Quotation (1 original, 1

3 | Supplier

4| Bid Evaluation Report (1 original)

4 | BAC Office, 2" Floor, University Food

Center

Maintenance)

5| Program of Works (Repair and

5 | Office of the Physical Plant and Facilities,

(2" Floor, Administration Bldng.)

FEES
CLIENT PROCESSING PERSON
STEPS ACENSY QCYION TPC')AII'D’DE TIME RESPONSIBLE
1. Submit 1.1 Schedule Pre-
request for procurement
procurement conference and
documents prepare the bidding
documents
1.2 Post necessary Head, BAC
None 3 - 7 Days Secretariat
documents to BAC Office
PhilGEPS,
University website,
and conspicuous
places within the
University premises
2. Wait for the 2. Prepare request Head, BAC
opening of for quotations and None 1 Day Secretariat
proposals price quotation form BAC Office
3. Attend 3. Convene for the BAC Members
Opening of submission, receipt BAC office
Suppl i erlandopening of None 2 Hours _ _
Proposal Supplieros Procuring Unit
Representatives
DHVSU
4. Attend the 4. Negotiate with the Supplier
Negqtlatlon supplier ywth the None 1 Hour Representative
Meeting lowest bid
5. Attend Bid 5. Conduct Bid BAC Members
Evaluation Evaluation BAC office
INOUE 1oy Procuring Unit
Representatives
DHVSU
TOTAL: | None =
4 Hours

7. Request for Procurement of Goods and Services

This describes the procurement procedure for goods and services.

Office or Division:

Bids and Awards Committee

Classification:

Simple
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Type of Transaction: G2G i Government to Government

Who may avail: Procuring unit (Department/College/Office)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1| Letter of Request (1 original) 1 | End user Unit (Procuring Unit)
2| Purchase Request ( 1 original, 1 2 | Supply and Procurement Office
photocopy)
3| Project Procurement Management 3 | Supply and Procurement Office
Plan (1 original, 1 photocopy)
4| Market Study ( 1 photocopy) 4 | End user Unit (Procuring Unit)
5| Annual Procurement Plan ( 1 5 | Supply and Procurement Office
original, 1 photocopy
CLIENT AGENCY ACTION 'Il':OEEBSIé PROCESSING PERSON
STEPS PAID TIME RESPONSIBLE
1. Submit 1. Verify
checklist of completeness of - . .
requirements documents and in None 20 Minutes Admérxsérgt%gemde
accordance with the
approved APP.
2. Route the . . .
documents to the None 1 Day Admérx%rg%(e;emde
BAC Members
3. Determine the
mode of None 10 Minutes BAC Members
procurement
TOTAL: | None 1 Day,
30 Minutes
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CAREER SERVICES OFFICE

External Service
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1. Issuance of Final Endorsement for Internship to Host Training

Establishment
This procedure coves the issuance of final endorsement to different host
training establishments.

Office or

Division: Office of Career Services (OCS)

Classification: | Simple

Type of

Transaction: G2C i Government to Citizen

Who may All DHVSU College Students who are enrolled and qualified to
avail: undergo internship.

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1 Duly Signed 1 | DHVSU SIPP College Coordinator
Endorsement Papers
(1 original)

2 Final Endorsement 2 | Office of Career Services (1« Floor, Student
for Host Training Affairs and Services Bldg.)

Establishment where
the student will
undergo internship (1

original)
4 Signed 4 | Office of Career Services (1=« Floor, Student
Parental/Guardian Affairs and Services Bldg.)

Consent (1 original)
5 Parent/Guardian's ID 5 | Any ID issued by public or private company
(1 Photocopy)

6 Notarized Individual 6 | Office of Career Services (1« Floor, Student
Student Internship Affairs and Services Bldg.)
Contract (1 Original)
Notarized
7 Memorandum of 7 Office of Career Services (1« Floor, Student
Agreement (MOA) (1 Affairs and Services Bldg.)
Original)
FEES
CLIENT AGENCY TO PROCESSING PERSON
STEPS ACTION BE TIME RESPONSIBLE
PAID
1. Registe
LSuaphe 1. Verify Administrative Aide
log student's year Office of Career Services
book for None 1 Minute
.3 level and
Qualifie
d course.
Student

94



for
Internsh
ip at the
Career
Service
S
Office
Note:
Only
student
s with
complet
e
docume
nts will
be
entertai
ned.
2. Sub
mits
internsh
Ip 1. Check the Administrative Aide
docume | completeness of | None 2 Minutes Office of Career
nts at documents Services
the
Career
Service
? Office 2. Validate the
or .
checkin submitted
documents
g most specially
the ID of
parents, the Coordinator
student ( None 1 Minute Office of Career
picture on the Services
certification
form and if the
submitted
documents are
original.
3. Issu
es
]E::]eal _ C_:oordinator
None 2 Minutes Office of Career
end :
Services
orse
men
t for
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the

HTE

whe

re

the

stud

ent

will

und

ergo

inter

nshi

p.
3. Sub | 3-1 Review and Director
mits final | final signing of None _ Office of Career
endorseme | Memorandum of 5 Minutes Services
nt for the Agreement
HTE where

3.2 Issues Duly
;[/Ciﬁ student Signed I_:inal None _ . Director
dergo Internship 1 Minutes Office of_ Career
iunr:ernship. Endorsement Services
TOTAL: | None 12 Minutes
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CASHIERING OFFICE

External Services
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1. Collection of Payment for Bidding Documents
Issuance of Official Receipt for payment of bid documents.

Office or Division: Cashiering Office
Classification: Simple
Type of Transaction: G2C i Government to Citizen
Who may avail: Contractors and Suppliers who are required to secure Official
Receipts for bid documents
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 | Payment Form (1 original) 1 | Supply and Procurement Office, DHVSU,
Bacolor, Pampanga
AGENCY FEES TO BE | PROCESSING PERSON
CLIENT STEPS ACTION PAID TIME RESPONSIBLE
1. Present 1. Verify/check
accomplished request form
Payment Form (name/nature Administrative
to the of request . Officer
collecting | ) KL 1 Minute Cashiering Office
officer at the
Cashiering
Office.
2. Pay the 2. Receive
necessary payment and
amount and issue an OR See Table — .
secure OR for for the for Payment : Adm"]lf'.snat“’e
the payment payment for Bidding 2 aautes Cashigri:::er -
g Office
made at the made. Documents
Cashiering
Office.
See Table
for Payment .
BOuEL: | sk ding 3 Minutes
Documents
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PAYMENT FOR BIDDING DOCUMENTS

Approved Budget for the Contract Mammum(i(r:‘o:;iz:)s:::l;gsl‘);cuments
500,000 and below PHP 500.00
More than 500,000 up to 1 million PHP 1,000.00
More than 1 milion up to 5 milion PHP 5,000.00
More than 5 million up to 10 million PHP 10,000.00
More than 10 million up to 50 million PHP 25,000.00
More than 50 million up to 500 million PHP 50,000.00
More than 500 million PHP 75,000.00

2. Collection of Payments for the Issuance of Certifications

Payment for issuance of Certifications for Copy of Grades (COG), Certificate of
Registration (COR), Certification Authentication Verification (CAV), Transcript
of Record (TOR), Diploma and Completion Form which shall be used for legal

purpose only.

Office or Division:

Cashiering Office, DHVSU, Bacolor, Pampanga

Classification:

Simple

Type of Transaction:

G2C i Government to Citizen

Who may avail:

All clients who are required to secure Official Receipts for the
issuance of certifications.

CHECKLIST OF REQUIREMENTS

WHERE TO

SECURE

1| Student Request Form (1 original)

1 | Office of University Registrar,(1st Floor of
Admin. Bldg.)

2 | Official Receipt for Payment Made

2 | Cashiering Office (1% Floor Admin. Bldg -

(1 original) Window 11)
CLIENT FEES TO | PROCESSING PERSON
sTEps | AGENCYACTION | gEpaD TIME RESPONSIBLE

1. Presentthe |1. Verify student
Student request form Administrative
Request (Name and None A Aide
Form to the student Ll Cashiering Office
Cashiering number)

Office.

2. Preparethe |2. Receive and See Table
exact ensure for Schedule e
amount for accuracy of : d miniStEsiE

ayment at payment made ORECES TR 1 Minute Jg1OGR
pay _ Other Cashiering Office
the by the client.
o Charges
Cashiering Belot
Office.

3. Secure 3. Issue Official Administrative
Official Receipt for the None 1 Minute Officer
Receipt for payment made Cashiering Offj
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the payment
made at the
Cashiering
Office
See Table
for Schedule
TOTAL: | OfFeesand | 5 yinites
Other
Charges
below
PAYMENTS FOR THE ISSUANCE OF
CERTIFICATIONS
Certification PHP 50.00
Certificate of Grades PHP 50.00
cAav PHP 100.00
Transcript of Records PHP 110.00 /page
Diploma PHP 100.00
Completion Form PHP 100.00
SOA PHP 50.00
Cetification of Enrollment PHP 50.00
Hon. Dismissal PHP 50.00
Copy of Grades PHP 110.00

3. Collection of Payments for the Issuance of Certification for Good
Moral Character

Payment for issuance of Certifications for the issuance of certification for Good
Moral Character which shall be used for legal purpose only.

Office or Division: Cashiering Office
Classification: Simple
Type of Transaction: | G2C i Government to Citizen
Who may avail: All clients who are required to secure Official Receipts for the
issuance of certifications.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 | Request Form for the Issuance of 1 | Guidance and Testing Office (15t Floor
Good Moral Character (1 original) Student Affairs and Services Bldng.)
FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Present 1. Check and
Request Form verify s
lopgis Request Form Administrative
gzlézn&%gl None 1 Minute Officer
Certificate to Cashiering Office
the Cashiering
Office.
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. Pay the

2. Receive

necessary payment and
amount and issue an OR for
secure OR the payment Administrative
for the made. PHP 50 2 Minutes Officer
payment Cashiering Office
made at the
Cashiering
Office.

TOTAL: PHP 50 4 Minutes
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4. Collection of Payments for Rentals
Payment for issuance of Certifications for Rentals.

Office or Division:

Cashiering Office

Classification:

Simple

Type of Transaction:

G2C 1 Government to Citizen

Who may avail:

All clients who are required to secure Official Receipts for the
issuance of certifications.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1| Payment Form (1 original) 1| Auxiliary Service Office (1st Floor, University
Hostel)
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTION BE PAID TIME RESPONSIBLE
1. Presentthe 1. Verify the
accomplished name and
Payment form the amount None 1 Minute Administrative Officer
to the to be paid. Cashiering Office
Cashiering
Office.
2. Pay the 2. Receive
necessary payment
. See
amount and and issue Table for
secure OR for an OR for Pavment > Minute Administrative Officer
the payment the >f/or Cashiering Office
made at the payment
L Rentals
Cashiering made.
Office.
See
Table for
TOTAL: | Payment 3 Minutes
for
Rentals

PAYMENTS FOR RENTALS

MEASUREMENT IN MAIN CAMPU 5 SATELLITE CAMPUS
TYPE OF COMMERCIAL STALL METERS RENTAL RATE RENTAL RATE

Snacks and Lunch with Stall 4x 285 PHP 5,000.00 PHF 4 000.00
Snacks Only with Stall 4y 285 PHP 3,000.00 PHP 2 000.00
Snacks and Lunch without Stall Cart Only PHF 4,000.00 PHF 3,500.00
Snacks Only without Stall Cart Only PHP 2 000.00 PHP 1,500.00
Office and School Supplies Stall Ix e PHP 3,000.00 FHPF 2,000.00
Loading Station Stall 25x2 PHP 1,500.00 A
Photocopying Machine Only R PHP 2,000.00 / machine PHFP 1,500.00 / machine

] ) ] PHF 2 000.00 / machine PHP 1,500.00 ! machine
Photocopying Machine with Stall 28x2 PHP 1,000.00 (stall) PHP 800,00 (stall)
Booth (for univ ersity events) Cart Gnly PHP 1,000.00/ day PHP 800,00
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5.Collection of Payments for Tuition Fees

The process of the office in collecting payments for tuition fees of students.

Office or Division:

Cashiering Office, DHVSU, Bacolor, Pampanga

Classification:

Simple

Type of Transaction:

G2C i Government to Citizen

Who may avail:

All DHVSU bona fide students

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 | Student's Identification Card (1

1| Internet Multimedia Center (IMC), (at the back of

original) Admin. Bldg.)
2 | Student's Assessment Form (1 2| Cashiering Office, (1% Floor, Admin. Bldg. -
original) Window 11)
AGENCY FEES TO BE | PROCESSING PERSON
CLIENT STEPS ACTION PAID TIME RESPONSIBLE
1. Presentthe . Verify student
Student assessment - .
Assessment form (Name : Adminisrative
Form at the and student Neng 1 Minute Officer
. Cashiering Office
Cashiering number)
Office.
2. Prepare the . Receive and
exact amount ensure See Table for - .
for payment at accuracy of Schedule of . Administrative
i 1 Minute Officer
the Cashiering payment made Fees and Cashiering Office
Office by the client. Other Charges
3. Secure Official . Issue Official
Receipt for the Receipt of the Administrative
gf‘%’rzgem made jond d”e‘e”t None 1 Minute Officer
. Cashiering Office
Cashiering
Office.
See Table for
ToTAL: | Scheduleld 3 Minutes
Fees and
Other Charges
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SCHEDULE OF FEES AMD OTHER CHARGES

CHM, CSSF,

CBS, COE, R CcAas,

CEA, CIT Acooasmtanoy Sociology CC5S, BSEE ECC Soc. Work G5

TUITIOMN FEE 220 funit 2 20/ unit 220/unit 220 /unit  1,250.00 350/unit | 450/350
OTHER FEES—-GEMNERAL FU ND
Admission Fees - - - - - - =
Athletic Fees 150000 160000 1000 15000 150000 100D 15000
Computer Fees 200,00 200000 20000 200000 - 200000 20000
Cultural Fees 10000 10000 L0000 L0000 pln nlen] als nkeln] e alen]
Dew elopment Fees-IRSF 1, 700000 A1, Fo0000 A1, 700000 1, 70000 A1, Fo0u00 A1, 700000 1, 70000
Entrance Fees 10000 10000 10000 L3OO OO0 pks s ka el 100 00
Guidance Fees S0.00 S0000 SOU00 S0000 S0u00 SOU00 S0UL00
Guidance Fees-CB SEP - - - - - - =
Handbook Fees 10000 10000 10000 L3OO OO0 - =
Insurance S50.00 S0ou00 SOu00 S0ou00 S50u00 SOu00 S0.00
Laboratory Fees 150,00 450000 2,500.00 S0L00 AS0u00 150000 A50.00
Library Fees 150000 150000 1 S0.00 150000 150000 1 SO0 AS0.00
Medica l¥Dental Fees 80.00 80.00 S0.00 80.00 S0.00 S0.00 80,00
Misce llanecus FOouoo TOouoo FOLOO TOouoo FOouoo FOLOO F0OL00
Registration Fees 10000 10000 10000 L3OO OO0 pks s ka el 100 00
ROT C/CWTS IZI000 S30000 33000 S30U000 SI30u00 - =
SchoollD Fees 150000 150000 15000 150000 150000 150000 A50.00
Utility Fee - - - - - - 300 .00
Total %, 490.00 3,790.00 5,840.00 3,5940.00 3,290.00 3,060.00 3, 360.00
OTHER FEES-TRUST FU ND
Dewvt. Fees-College Fee S0O.00 S0.00 S0.00 S0.00 S0u00 S0.00 S0.00
Drewvt. Fees-Industrialist FOouoo TOouoo FOLOO TOouoo FOouoo FOLOO F0OL00
Dewvt. Fees-USC/S5C Fouoo Fouoo FOouoOo Fouoo Fouoo FOouoOo F 000
Total 19000 A S0U00 A S0 OO 000 AS0uD0 A S0 2000
TOTAL OTHER FEES 3,680.00 3,980.00 5, 030, 00 A, 130000 3,480,000 3,2 50000 3, 55000

6. Issuance of Official Receipt for Clearance/Statement of Account

Issuance of Official Receipt (OR) for clearance/Statement of Account (SOA) as proof of
payment for documents requested by an individual.

Office or Division: Cashiering Office, DHVSU, Bacolor, Pampanga
Classification: Simple
Type of Transaction: G2C i Government to Citizen
Who may avail: All bona fide students who are required to secure Official
Receipts.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 | Student's Identification Card (1 1 | Internet Multimedia Center (IMC), (at the back
original) of Admin. Bldg.)
2 | Request Form for the Issuance of 2 | Cashiering Office (1%t Floor, Administration
Statement of Account (1 Original) Bldg. - Window 11)
AGENCY FEES | procESSING PERSON
CLIENSEER S ACTION TPOAII3DE TIME RESPONSIBLE
1. Request for 1. Verify
Statement of student N . , :
. Administrative Officer
Account/ request None 1 Minute Cashiering Office
Clearance at the form
Cashiering Office.
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2. Pay the necessary | 2. Receive
amount and secure payment
OR for the and issue ! Administrative Officer
payment made at an OR for k>3 JMindtes Cashiering Office
the Cashiering the payment
Office. made.
TOTAL: | PHP 50 3 Minutes

7. Issuance of Official Receipt for the Reprinting of New Identification

Card.

Issuance of Official Receipt for client who needs to have a newly issued Identification

Card.

Office or Division:

Cashiering Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All bona fide students who are required to secure Official

Receipts.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 | Request Form (1 original) 1 Office of Student Affairs (1%t Floor, Student
Affairs and Services Bldng.)
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTION | BE PAID TIME RESPONSIBLE
1. Present the . Verify the
rReep)?;Gt}iitgFgfrrr?e{zr studen None 1 Minute Admini_strgtive O_fficer
name and Cashiering Office
ID at the number.
Cashiering Office.
2. Pay the . Receive
necessary payment
amount and and issue
secure OR for an OR for . Administrative Officer
the payment the PHP 30 ZAulieic: Cashiering Office
made at the payment
Cashiering made.
Office.
TOTAL: | PHP 50 3 Minutes
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CIVIL SECURITY UNIT

External Service
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1. Issuance of Visitor's Pass i
This procedure covers the issuance of Visitor's Pass and Routing Slip for the entry of
visitors in the University.

Office or

Division: Civil Security Unit
Classification: Simple

Type of

Transaction:

G2C - Government to Citizen

Who may avail:

All Visitors who have Official Business and Transaction within the

university

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1| Any Valid ID's Card ( 1 original)

1

Any ID issued by public and private
company

2| Visitor's Pass (1 original)

2 Gate Security Services Office

3| Routing Slip ( 1 original)

3 Gate Security Services Office

FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Present Valid | 1.1. Check Valid ID
ID Card and Bag | Card and bag for _
for Inspection verification and Gate Security
inspection . Personnel
1.2. Request the None 1 Minute Entrance Gate,
L ; . DHVSU Campus
Visitor to register in
the logbook
2. Reqister their | 2.1 Check and
name and verify the _
purpose of visit | registration of the Gate Security
visitor None 45 Seconds Personnel
o Entrance Gate,
2.2 Issue V|S|tqrs DHVSU Campus
Pass and Routing
Slip
3. Receive the Gate Security
Visitor's Pass 3. Allow the entr Personnel
and Routing Slip | of the visitor in th)é Nans 15Seconds Entrance Gate,
university DHVSU Campus
4. Surrender 4. Retrieve routing
Routing slip and | slip and visitor's
visitord s p a 9 pass and return the Gate Security
sign on the lo surrendered 1D : Personnel
bgok and y Card of the visitor Nafrle L TS Entrance Gate,
retrieve the DHVSU Campus
surrendered 1D
Card
TOTAL: None 3 Minutes
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CIVIL SECURITY UNIT

Internal Service
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1. Procedure for Students Entering the University
This describes the procedure when students enter the university.

Office or Division:

Civil Security Unit

Classification:

Simple

Type of
Transaction:

G2C - Government to Citizen

Who may avail:

All students currently enrolled at DHVSU

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 Valid DHVSU ID Card (1 original)

Internet Multimedia Center (IMC), (at the

back of Admin. Bldg.)

FEES
PROCESSING PERSON

CLIENT STEPS AGENCY ACTION TISAIIBDE TIME RESPONSIBLE
1. Present Valid 1. Check Valid ID _
DHVSU ID Card, | Card, Prescribed thsrssoencﬁé:ty
Priscrlt;ed_ . ;Jnlforrr}{attl_re, an(cjj bag | None 30 Seconds Entrance Gate,
uniform/attire an for verification an DHVSU Campus
Bag for Inspection | inspection
2. Wait for the 2. Require the student
Security personnel | (male/female) to Gate Security
to allow entry remove any piercing or Personnel

change if the student None 30 Seconds Entrance Gate,

is not wearing the DHVSU Campus

prescribed uniform
3. Follow the 3. Check if the student
restrictions of the | followed the
security personnel | restrictions then allow Gate Security
(i.e. remove any entry Personnel
piercing NEL 80°5econds Entrance Gate,
seen/change attire DHVSU Campus
to prescribed
uniform)

. 1 Minute,
TOTAL: | None 30 Seconds
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COMPETENCY ASSESSMENT CENTER

External Service
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1. Conduct of Competency Assessment
This covers the procedure in conducting competency assessment

to officially identify a perso
with TESDA Assessment operational procedure.

Office or Division: Competency Assessment Center

Classification: Complex

G2C 1 Government to Citizens
G2B i Government to Business

Type of Transactions: G2G i Government to Government
Who may avail: K-12 Students, TVET Graduating Students, TVET
Graduate, Industry Workers, OFW
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Application Form (1 1 Competency Assessment
original) Center (1« Floor, Research
and Development Bldg.)
2 Self-Assessment Guide 2 Competency Assessment
(1 original) Center (1« Floor, Research
and Development Bldg.)
3 Official Receipt (1 3 Cashiering Office (1« Floor,
photocopy) Admin Bldng.)
4 Passport size pictures 4 Photo Studios
(3 copies, with white
background, with collar
shirt/blouse, with name
printed at the back)
PERSON
AGENCY FEES TO | PROCESSI
CLIENT STEPS ACTION BE PAID NG TIME RESFI’_CI;NSIB
1. Encoding of Profile | 1. Review the Assessment
in the T2MIS completeness and
and correctness Certification
Request for of requirements Supervisor
Assessment Schedule | "o qminister B Sl
Receive applications | the Self- Php Admlq:jstratlve
for assessment Assessment 500.00 to lidon.
Guide Php. Competency
. . 2175.00 Assessment
_(I;ggrgxlate L (dependin LI0EL Center
Pampanga the gon o :
competen Administrative
request for cy type) Officer V
assessment Cashiering
schedule Office,
DHVSU,
Collect Administrative
assessment fee Bldg
from applicants

111




Pampanga

Provincial
Office
2. TESDA Approval of | 2. Follow-up the
Assessment Schedule | approval of
and Assigned assessment
Assessor schedule and
assigned/availabi
TESD.A Prepared lity of assessor
Required Documents
for the Conduct of :
r h .
Assessment and pupgivise the Officer-In-
Revi th ¢ conduct of Charge
eviews the reques competency ol
1 TESDA assessment None 2 Days Pampanga
Pampanga Provincial
PO/ACAC Office
organize the
conduct of
assessment
1 Conduct
Competency
Assessment
3. Encoding of 3. Encode the
Assessment Results | Assessment Asszsnsdment
results through .
Generate RWAC TOMIS g Certlflcqtlon
Administrative Aide | ' Supervisor
generates
encodes the RWAC. and S
assessment result in ) None 1 Day Administrative
submit reports to Aide |
the T2MIS and
enerates RWAC TESDA
. Pampanga Competency
Submits reports to the | Provincial Office Assessment
PO Center
4. TESDA Receive, 4. Follow-up with
Review and Validate TESDA
Assessment Related Pampanga the
Documents validated Officer-In-
. assessment Charge
-I(;Est.?A f\si:gn ban related None 2 Days TESDA
eruficate NUmbers 10 | 4ocuments and Pampanga
SUCCE.’SSfUI assigned Provincial
Candidates through o s Office
numbers to
successful
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T2MIS and generates
RWAC

TESDA Processes
reports

examinees
through T2MIS

5. Receive and
Process CARS

Print Certificate

5. Coordinate

and follow-up the

Issuance of
National

Issue National Certificates (NC) Officer-In-
Certificate (NC) Charge
None 1 Day TESDA
Pampanga
1 Presents the Provincial
CARS to PO Office
1 Prepares NC/COC
1 Issues NC/COC to
the Certified
Worker
Php.
500.00 to
Php.
2175.00
TOTAL.: (dependin 7 Days
gon
competen
cy type)
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Campuses (Satellite)

Apalit Campus
Candaba Campus
Lubao Campus
Mexico Campus
Porac Campus
Sto. Tomas Campus

External Services
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1. Enrollment Procedure
This describes the guideline and procedure for the enroliment of college

students.
Office or Division: All Colleges/Extension Campuses
Classification: Simple
Type of Transaction: | G2C - Government to Citizen
Who may avail: All bonafide students of DHVSU
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 | Clearance ( 1 original) 1 Accounting Office, DHVSU Bacolor,
Pampanga
, : - Office of University Registrar(1st Floor,

2 | Academic Evaluation (1 original) 2 Administration Bldg.)
3 | Pre-registration Form (1 original) 3 | Respective College/Campus
4 | Customer Survey Form (1 original) 4 | Respective College/Campus

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTION BE PAID TIME RESPONSIBLE
1.Secure a pre- Administrative
registration and 1.Verify . Aide
feedback form at the student's record None 2 Minutes Respective
Dean's Office College/Campus
2.Submit the
accomplished pre- 2.Advise the Designated
registration and student about . Chairperson
feedback forms to the | the subjects to None 10 Minutes Respective
Chairperson for be enrolled College/Campus
evaluation
3.Submit the evaluated | 3.Approve the College Dean
forms to the College evaluated pre- None 2 Minutes Respective
Dean for approval registration form College/Campus
4.Submit the approved - :
pre-registration form to | 4.Encode the Alruistrative

. . Aide

the Office of the subjects and :

) : ; o None 1 Day Office of the
Registrar for encoding | issue Certificate University
and secure _Certificate of Registration Registrar
of Registration

! 1 Day,
TOTAL: None 14 Minutes
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2. Issuance of Adding, Dropping, and Changing Forms

This procedure covers the steps on the issuance of Adding, Dropping and Changing“=ai#
to all irregular students of the university.

Office or Division:

All Colleges/Extension Campuses

Classification:

Simple

Type of
Transaction:

G2C - Government to Citizen

Who may avail:

All bonafide irregular students

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 original)

Certificate of Registration (1

1

Office of University Registrar(1st Floor,
Administration Bldg.)

2 original)

Academic Evaluation Record (1

2

Office of University Registrar (1st Floor,
Administration Bldg.)

Adding, Dropping, Changing Form (1

3 | Respective College/Campus

original)
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Secure a copy of
Certificate of 1.Issue a copy of Admini .
Registration (COR) | the Certificate of m';;;gat've
and Academic Registration and None 1 Minute R i
luation Record Academic espeu Ve
Eva _ \ College/Campus
from the Office of the | Evaluation Record
Registrar
2.Secure Adding, , Administrative
Dropping, Changing E)-rlgsu?nAddmg’ None 1 Minute Aide
Form from the Chapnp ing’ Form Respective
College Secretary ging College/Campus
3.1 Advise the
student as to which
subject to add, drop
3. Submit the or change
accomplished Program
Adding, Dropping, 3.2 Evaluate and . Chairperson/
Changing Form to the | encode the data NI BRIRES Respective
College Dean for College/Campus
advice and approval | 3.3 Approve the
subjects to be
added, dropped or
changed
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4. Forward the

4.Submit the approved Adding, _ :
approved Adding, Dropping, Adm"z.'(sj”at“’e
Dropping, Changing | Changing Form to None 30 Minutes Res;laeective
Form to the College the Registrar's College/Campus
Secretary Office for
processing
TOTAL: None 41 Minutes
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3. Transferring Procedure

This procedure describes the guidelines in assisting the students on what they mus

transfer in the university.

Office or Division:

All Colleges/Extension Campuses

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All bonafide students of DHVSU

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 Offlc_:lal Transfer of Credentials (1 1 | school Last Attended
original, 1 photocopy)
5 Copy of Grades an_d _credlts earned in > | school Last Attended
other schools (1 original, 1 photocopy)
3 Certificate of Good Moral (1 original, 1 3 | school Last Attended
photocopy)
4 | Birth Certificate (1 original, 1 photocopy) | 4 Philippine Statistics Authority, City of San
Fernando, Pampanga
5 | Valid ID 5 Internet Multimedia Center, DHVSU
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1.Submit
o the rocured || L Evaluate and Chaoerson
documents to the ;ando;se the None 10 Minutes Respective
respective ransteree College/Campus
College/Campus
2.Submit the 2. Schedule an Administrative
Endorsement Letter to | entrance exam for None 2 Minutes Aide
the Admission Office the transferee Admission Office
o Guidance
3. Take the 3.Adrr_1|n|s_.ter the Co_ordinator
o examination, check : Office of the
examination on . None 40 Minutes Uni y
ified schedule and issue the n|_ver5|ty
Speci results Guidance
Councilor
4.Submit the required 3.Recelve the q Administrative
documents for : gctmensssan None 3 Minutes Hliel .
I i issue Customer Respective
enrolimen Survey Form College/Campus
TOTAL: None 55 Minutes
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Colleges, Senior High School, and
Junior High School
(Main Campus)

External Services
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COLLEGE OF ARTS AND SCIENCES

1. Enrollment Procedure for Incoming First Year

Students
This describes the standard procedure in the enrolment system of first year
college students.

Office or Division: | DHVSU College of Arts and Sciences
Classification: Simple
Type of
Transaction: G2C - Government to Citizen
Who may avail: Incoming First Year College Students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Form 138 (1 original) 1 High School where the student
graduated
2 PSA Birth Certificate (1 original, 2 | Philippine Statistics Authority,
1 photocopy) Maimpis, City of San Fdo. Pamp.
3 Certificate of Good Moral ( 1 3 | Previous school attended
original, 1 photocopy)
4 2x2 picture with white 4 | Photo Studio
background (3 original)
5 Proof of Admission to the 5 | DHVSU Office of Admissions,
University and Test Result Guidance and Testing
FEES
PERSON
CLIENT STEPS AGENCY ACTION | 1@ | PROCESSIN | prgponsiBL
BE G TIME E
PAID
1.1 Check the
student's name on
the list of qualifiers
issued by the Office
of the Admission
1. Submit the Fg‘#:g;”
JESUITER 7, Atta.ch ihe None 5 Minutes DHVSU College
docume_:nts for student's complete SFETEand
evaluation documgnts to the Eciareas
pre-registration form
1.3 Issue the pre-
registration form and
feedback form with
attached documents
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2. Submit the 2.Evaluate/review Program

accomplished pre- | and advise the None Chairperson

registration form for | student about the 5 Minutes DHVSU

evaluation and subjects to be College of Arts

advice enrolled and Sciences
3. Approve the pre- Dean,

. registration form and DHVSU
3.Submit the f i College of Arts
evaluated pre- prajarage tg and Sciences

) . the Office of the
registration form to R&GiStrar i None 1 Day /Program
the Program gist Chairperson,
: encoding and secure DHVSU
Coordinator , 4
Certificate of College of Arts
Registration and Sciences
; Program
éc'.:.uz[[lé%uetrthe 4. Collect the Chairperson,
Satisfaction S accomplished CSS None 3 Minutes DHVSU College
atisfaction Survey | - - of Arts and
Form Sciences
TOTAL: | None | LDa.13
Minutes

2. Issuance of Adding, Dropping and Changing

Forms

This describes the standard procedure in the issuance of adding,
dropping and changing forms.

Office or Division:

DHVSU Mexico Campus

Classification:

Simple

Type of
Transaction:

G2C - Government to Citizen

Who may avail:

Enrolled Irregular College Students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1 Cert_lflcat_e of 1 | Office of the University Registrar
Registration
2 Academic Evaluation 2
Record Office of the University Registrar
3 Adding, Dropping and 3
Changing form Office of the Campus Director
4 CSS Form 3 | Office of the Campus Director
AGENCY FEES | PROCESSING PERSON
SRS =T ACTION TO TIME RESPONSIBLE
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BE
PAID

1. Submit the
required
documents for
evaluation

2. Fill out the
Customer
Satisfaction Survey
Form

1.1 Check the
documents
submitted by
the student

1.2 Issue
Adding,
Dropping,
Changing
Form

1.3 Advise the
student as to
which subject to
add, drop or
change

1.4 Evaluate
and encode the
data

1.4 Approve the
subjects to be
added, dropped
or changed

None

20 Minutes

Program
Coordinator
DHVSU Mexico
Campus

Forward the
approved
Adding,
Dropping,
Changing Form
to the
Registrar's
Office for
processing

30 Minutes

Director
DHVSU Mexico
Campus/ Program
Coordinator
DHVSU Mexico
Campus

2. Collect the
accomplished
CSS Form

None

3 Minutes

Program
Coordinator
DHVSU Mexico
Campus

TOTAL:

None

53 Minutes
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COLLEGE OF BUSINESS ST(TBS$

1. Enrollment Procedure
This describes the guideline and procedure for the enrollment of college

students.

Office or Division:

College of Business Studies (CBS)

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All bonafide CBS students of DHVSU

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 | Clearance (1 original)

1 Accounting Office, DHVSU Bacolor,
Pampanga

2

Academic evaluation/ Certificate of
Student 6s

grades (

Office of the University Registrar (15 Floor,

2 | Administrative Building)

3 | Pre-Registration form (1 original)

3 |[Deands @OfFlbor, EBS B(ilding 1)

Customers Survey Form (DHVSU-
4 | QSP-ADMINSO-004-FO001-RO1)

4 |Deano6s OfFlbar, CBS Bilding 1)

Certificate of Registration (COR)

5 5 |[Deanods OfFlbor, CBS B(ilding 1)
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTION BE PAID TIME RESPONSIBLE
1. Receive and
1.Submit a clearance che C.k st
. Academic
and Academic , . College Secretary
3 Evaluation None 5 Minutes
Evaluation records at CBS
A records and
t he Deanods
clearance
compliance
2.Secure a pre- 2.Issue Pre-
registration form and Registration and . College Secretary
feedback forms at the feedback forms Nghe 2 Minutes CBS
Deands Of f i |tostudents
3.1
Evaluate/Revie Program
3.Submit the w and Advise None 10 Minutes Chairperson
accomplished pre- the courses to CBS
registration and be enrolled by
feedback forms to the the students
Program Chairperson
for evaluation 3.2 Advise the None 1 Minute
student to drop
the feedback
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form to the
designated drop
box.

2 Minutes

College Dean

CBS

4.1 Approve the

pre-registration

form and

forward to the

office of the

University

Registrar Administrative

Aide

4.2 Encode the 8 Hours Office of the

courses to be University
4 .Submit the evaluated en_rolled and Registrar
form to the College prigijine None

g

Dean for approval Cert_lflcatg o

Registration

(COR)

4.3 Endorse the . -

printed 8 Hours Adml’z;gteratlve

Certificate of Office of the

Registration University

(COR) to the Registrar

Office of the

College Dean.

TOTAL: |  None 16 Hours, 20
Minutes
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2. Issuance of Adding, Dropping, and Changing Forms

This procedure covers the steps on the issuance of Adding, Dropping and Changing“=ai#
to all irregular students of the university.

Office or Division: College of Business Studies (CBS)
Classification: Simple
Type of
Transaction: G2C - Government to Citizen
Who may avail: All bonafide irregular students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Certificate of Registration (1 Office of the University Registrar (1st Floor,
1 - 1 o ;
original) Administration Bldg.)
Academic Evaluation Record (1 Office of the University Registrar (1st Floor,
2 - 2 o ;
original) Administration Bldg.)
3 Qﬁgi'ﬁgf) Dropping, Changing Form (1| 5 | h o 4 65 @fFibar, CRS Bgilding 1)

CLIENT STEPS | AGENCY ACTION | FEESTO | PROCESSING PERSON

BE PAID TIME RESPONSIBLE
1. Secure a copy of
Certificate of 1.Issue a copy of Administrative
Registration (COR) the Certificate of Aide
and Academic Registration (COR) None 1 Minute Office of the
Evaluation Record and Academic University
from the Office of the | Evaluation Record Registrar

Registrar

2.Secure Adding,

Dropping, Changing 2.Issue Adding,

Dropping, None 1 Minute College Secretary

Form from the Chanaing Form CBS

College Secretary ging

. Sme!t b 3.Evaluate the

accomplished

: . student as to the Program

Adding, Dropping, Y .

Changing Form to the courses to be None 5 Minutes Chairperson
added, dropped or CBS

Program Chairperson

for evaluation changed
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4.Submit the
evaluated Adding,

4. Approve the
courses added,

College Dean

Dropping, Changing None 4 Minutes
Form to the College T ppCt Ok £BS
changed
Dean for approval
5. Forward the
5. Submit the approved adding,
approved Adding, Dropping,
Dropping, Changing | Changing form to None 30 Minutes College Secretary
form to the College the Office of the CBS
Secretary University Registrar
for processing
TOTAL: None 41 Minutes
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3. Transferring Procedure
This procedure describes the guidelines in assisting the students on what they must do to
transfer in the university.

Office or Division:

College of Business studies (CBS)

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All bonafide students of DHVSU

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Official Transfer of Credentials

1 1 Original (Honorable Dismissal) 1 | Sehool Last Attended

5 Copy of Grades anq (_:redlts earned in > | school Last Attended
other schools ( 1 original, 1photocopy)

3 Certificate of Good Moral (1original, 1 3 | school Last Attended

photocopy)

Birth Certificate (1 Original, 1

4 | photocopy) and marriage Certificate of

Married

Philippine Statistics Authority, City of San.
Fernando, Pampanga

2 copies of 2x2 pictures, full faced photo
with white background

5 | Any Photo Center

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Evaluate and
1.Present the required | endorse the
documents (checklist | transferee and . Program
. : None 10 Minutes Chairperson
of requirements) at advise to proceed CBS
t he Deano6s |tothe Admissiond s
Office
2. Admit the
transferee and
2.Submit the refers to the Administrative
Endorsement Letter to | Guidance and None 2 Minutes Aide
the Admission6 ©ffice | Testing Center for Admission Office
Admission
Examination
3. Administer and CG”'%"."”CG
3. Take the check examination, O;i%re 'gfattt?é
examination on and issue the None 40 Minutes University
specified schedule results it
Councilor
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4.Secure a customer

4. Issues Customer

College Secretary

survey fo[m at the | Survey Form None 3 Minutes CBS
Deanbds of fi
5. Submit the required > Reseivelpe
' documents and
documents (checklist .
; advise the student
of requirements) for
to drop the :
enrollment and the Customer Surve None 3 Minutes
Customer Survey y College Secretary
Form at the CBS
Form at t he .
: designated drop
office
box.
TOTAL: None 56 Minutes
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QOLLEGE OF COMPUTING STUOIES

1. Enrollment Procedure

This describes the guidelines and procedures for the enroliment

of college students.

Office or . .
Diision: College of Computing Studies (CCS)
Classification: Simple
Type of A G2C - Government to Citizen
Transaction:
Who may avail: All bona fide CCS Students of DHVSU
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Clearance (1 original) 1 é\ccountlng Office, DHVSU Bacolor,
ampanga
Academ|_c Evgluatlon/ Office of the University Registrar (1«
2 Certificate o 2 . i g
- Floor, Administrative Building)
grades (1 original)
Pre-Registration Form (1 Deanbt6s Office (Gr
3 o 3 S
original) Building)
Customers Survey Form Deands Office (Gr
4 (DHVSU-QSP-ADMINSO- 4 Building )
004-FO001-RO1) 9
5 Certificate of Registration 5 Deandés Office (Gr
(COR) Building )
AGENCY FEES | pROCESSING | PERSON
CLIENT STEPS ACTION TF()?A\I?DE TIME RESPONSIBLE
College Secretary
o 1. Instruct the
L Sl_gn e client to sign in None 1 Minute el
client log book Computing
the log book Eifidics
5 Submit a 2. Receive and
clearance and Syl S College Secretar
Academic NGl C%Ilege of g
Evaluation records Evaluc?tlon d ) IUE L olwies Computing
at the Del ccordsan Studies
. clearance
Office .
compliance
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3. Secure a 3. Issue Pre-
Pre-Registration Registration College Secretary
Form Form N > Minutes College of
and Customer and Customer Computing
Survey Form at the | Survey Form to Studies
Deanb6s Of |students
4.1 Evaluate /
Review and
4. Submitthe |AdMSeIne
accomplished Pre- None 10 Minutes
. . enrolled by the
Registration Form Program
students )
and Customer Chairperson
Survey Form to the 4.2 Advise the (C::ollegei_of
Program student to dro e
Chairperson for P None 1 Minute Studies
i the Customer
evaluation
Survey Form to
the designated
drop box.
5.1. Approve the College Dean
Pre-Registration College of
Form and _ Computing
forward to the 2 Minutes Studies
office of the
University
Registrar
5.2. Encode the
5. Submitthe | €OUrses ol
evaluated form to en_roll;:;d and Administrative
the College Dean AL None 8 Hours Aide
Certificate of -
for approval Reqistrati Office of the
gl iol University
(COR) Registrar
5.3. Endorse the
printed
Certificate of
Registration 8 Hours

(COR) to the

Administrative

Office of the Aide

College Dean. Office of the
University
Registrar
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TOTA

16 Hours and

L: 20 Minutes

None

2. Issuance of Adding, Dropping, and Changing Forms

This procedure covers the steps on the issuance of Adding,
Dropping and Changing Form to all irregular students of the

university.
Office or : .
Division: College of Computing Studies (CCS)
Classificatio :
n: Simple
Type of . | G2C - Government to Citizen
Transaction:
th_).may All bona fide Irregular Students
avail:

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

Certificate
of
Registrati
on (1
original)

Office of the University Registrar (1«
Floor, Administration Bldg.)

Academic
Evaluation
Record (1
original)

Office of the University Registrar (1«
Floor, Administration
Bldg.)

Adding,
Dropping,
Changing
Form (1
original)

Deands Office

Building )

(Gro

Customers
Survey Form
(DHVSU-
QSP-
ADMINSO-
004-FOO001-
RO1)

Deanbds Office

Building )

(Gro

CLIENT
STEPS

AGENCY
ACTION

FEES
TO
BE

PAID

PROCESSING TIME

PERSON
RESPON

SIBLE
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1. Secure a
copy of
Certificate | 1. Issue a
of copy of the
Registratio | Certificate Administrat
n (COR) of ive Aide
and Registratio , Office of
Academic | n (COR) Nglle 1 Minyte the
Evaluation | and University
Record Academic Registrar
from the Evaluation
Office of Record
the
Registrar
College
2. Signin tzﬁeincsliter:ls](t:tto Secretary
the client sian in the None 1 Minute College of
log book | 9 book Computing
0g boo Studies
3. Secure 3 Issue
Addlng, Adding,
Dropping, .
Chanai Dropping, College
ging .
= Changing Secretary
orm .
and Custome Form None 1 Minute College_of
and Custo Computing
r Survey Form Studi
mer Survey udies
from the
Form to
College
students
Secretary
4.1
.| Evaluate
4. Submit the student
the
. as to the
accomplished
Adding courses to .
> be added, None 3 Minutes
Dropping, Program
. dropped or :
Changing changed Chairperso
Form to the n College
Program . of
Chairperson selatls Computing
f the student Shidies
or :
. to drop the | None 1 Minute
evaluation an
Customer
d the
Survey
Customer
Survey Form Forr_n to the
designated
drop box.
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b Submit
the
evaluated Ad tSHéApprove College
ding, courses mean
Dropping, None 4 Minutes College of
Changing atidet) Computing
E dropped or Studi
orm to the . udies
College Dean 9
for approval
6. Forward
the
6. submit | 3pbioved
the qpproved Droppiﬁg
gggln?ﬁ Changing
ChaF:]p ing’ form to the | None 30 Minutes
form t% tﬁe Office of College
College t:‘e_ ’ Secretary
niversity College of
Secretary Registrar Computing
for Studies
processing
TOTAL: | None 41 Minutes

3. Transferring Procedure

This procedure describes the guidelines in assisting the students on what
they must do to transfer in the university.

Office or Division: College of Computing Studies (CCS)

Classification: Simple

G2C - Government to Citizen
Who may avail: All bona fide Students of DHVSU

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Official Transfer of

Type of Transaction:

Credentials

1 1 Original (Honorable 1 | School Last Attended
Dismissal)
Copy of Grades and credits

2 earned in other schools ( 1 2 | School Last Attended

original, 1 photocopy)
Certificate of Good Moral (1
original, 1 photocopy)

3 | School Last Attended
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Birth Certificate (1 Orllglnal, 1 Philippine Statistics Authority, City of %
4 photocopy) and marriage 4 San. Fernando, Pampanga
Certificate of Married 4 y
2 copies of 2x2 pictures, full
5 faced photo with white 5 | Any Photo Center
background
Customers Survey Form N .
6 (DHVSU-QSP-ADMINSO- 6 gu‘?l d?n” )° s SOf L1 ege W Gria
004-FO001-RO1) 9
FEES
AGENCY TO PROCESSING PERSON
CLIBRIPFSTEPS ACTION BE TIME RESPONSIBLE
PAID
College Secretar
1. Sign in the client 1'. Instruct_ the_ : C%Ilege of Y
loa book client to signin | None 1 Minute Computin
9 the log book pLing
Studies
2. Evaluate
2. Present the and endorse Program
required documents the transferee Chairperson
(checklist of and advise to None 10 Minutes College of
requirements) at the proceed to the Computing
Deanés Offi|lAdmi ssi Studies
Office
3. Admit the
transferee and
3. Submit the refers to the Administrative
Endorsement Letter to | Guidance and | None 2 Minutes Aide
t he Admi s s i|Testing Center Admission Office
for Admission
Examination
4. Administer Guidance
4 Take the and check Coprdinator
inati examination, None 40 Minutes BIEER 'R
exan_ﬂ_natlon on and issue the University
specified schedule St e
Councilor
guston?:rcheery P8 =alce : COHE%TI;ZCLeftaW
Co e N IR Customer None 3 Minutes Computing
s Survey Form Studies
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6. Receive the

6. Submit the documents
required documents and advise the
(checklist of student to College Secretary
requirements) for drop the . College of
enroliment and the Customer Ngne 2iinytes Computing
Customer Survey Survey Form Studies
Form at t he|atthe
office designated

drop box.

TOTAL: | None 56 Minutes
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OOLLEGE OF ENGINEERING AND ARCHITEERJRE

1. Enrollment Online Procedure ( OLD STUDENTS)
This describes the guideline and procedure for the enrollment of CEA

students.

Office or Division:

College of Engineering and Architecture

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All bonafide students of DHVSU

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 | Clearance ( 1 original) 1 Accounting Office, DHVSU Bacolor,
Pampanga
. . .- Office of University Registrar(1st Floor,
2 | Academic Evaluation (1 original) 2 Administration Bldg.)
3 | Letter of Intent, LOI (1 original) 3 | Deans Office/CEA Official FB SITE
4 | Pre-Advising Form (1 original) 4 | Deans Office/CEA Official FB SITE
5 | Customer Survey Form (1 original) 5 | Deans Office/CEA Official FB SITE
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTION BE PAID TIME RESPONSIBLE
- . Administrative
1.Secure a pre-advising 1.Ver|fyl None 5 Minutes Aides/ Faculty
form and LOI student's record Adviser
Z'Sme'F the 2.Advise the
accomplished pre- student about Chairperson/
advising form and LOI the subjects to None 20 Minutes Faculty Adviser
to the Department
. . be enrolled
Email for evaluation
TOTAL: None 25 Minutes

3.The Department 3. Aporove the

Submit the evaluated PP : College Dean

forms to the College eva_luate_d pre- None 2 Minutes

Dean for approval registration form

pre-advising form to the ;ika:(:ctiseﬁir;i%ate None 1 Day Office of the
[ i : : Universit

Office of t_he Registrar of Registration Iversity

for encoding and Registrar
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secure Certificate of
Registration

TOTAL:

None

1 Day,
2 Minutes
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2. Issuance of Adding, Dropping, and Changing Forms (ONLINE)

This procedure covers the steps on the issuance of Adding, Dropping and Changing“=ai#
to all irregular students of the university.

Office or Division:

College of Engineering and Architecture

Classification:

Simple

Type of
Transaction:

G2C - Government to Citizen

Who may avail:

All bonafide irregular students

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Certificate of Registration (1

Office of University Registrar(1st Floor,

! original) ! Administration Bldg.)
Academic Evaluation Record (1 Office of University Registrar (1st Floor,
2 T 2 o .
original) Administration Bldg.)
3 | Adding, Dropping, Changing Form (1| 5 | hoans Office/CEA Official FB SITE
original)
4 | Customer Survey Form (1 original) 4 | Deans Office/CEA Official FB SITE
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Secure a scan
copy of Certificate of | 1.Issue a copy of
Registration (COR) the Certificate of Administrative
and Academic Registration and None 5 Minutes Aides/ Faculty
Evaluation Record Academic Adviser
from the Office of the | Evaluation Record
Registrar
2.Secure Adding,
Dropping, Changing | 2.Issue Adding, Administrative
Form from Deans Dropping, None 5 Minute Aides/ Faculty
Office/CEA Official Changing Form Adviser
FB Site
3.1 Advise the
student as to which
3. Submit the subject to add, drop
: or change
accomplished
Adding, Dropping, Program
Changing Form to the ghchgslfhaetzgpad None 9 Minutes Chairperson/
College Dean via Faculty Adviser
Er?éa{! fo:oe:/i\lnsmg 3.3 Approve the
PP subjects to be
added, dropped or
changed
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TOTAL: None 19 Minutes
4. Forward the
4.The Department approved Adding,
submit the approved | Dropping, Administrative
Adding, Dropping, Changing Form to None 30 Minutes Aide
Changing Form to the | the Registrar's
Registrar Office for
processing
TOTAL: None 30 Minutes
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3. Transferring Procedure
This procedure describes the guidelines in assisting the students on what they
transfer in the university.

Office or Division: College of Engineering and Architecture
Classification: Simple

Type of Transaction: | G2C - Government to Citizen

Who may avail: All bonafide students of DHVSU
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Official Transfer of Credentials (1

1 - 1 | School Last Attended
original, 1 photocopy)

2 Copy of Grades an_d _credlts earned in > | school Last Attended
other schools (1 original, 1 photocopy)

3 Certificate of Good Moral (1 original, 1 3 | school Last Attended

photocopy)

Philippine Statistics Authority, City of San

4 | Birth Certificate (1 original, 1 photocopy) | 4 Fernando, Pampanga

5 | Valid ID 5 Internet Multimedia Center, DHVSU
6 | Customer Survey Form (1 original) 6 | Deans Office/CEA Official FB SITE

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1.Submit
Endorsement Letter 1. Evaluate and Program
and the required endorse the None 10 Minutes Chairperson
documents to the transferee

CEA Deans Office

2.Submit the 2. Schedule an Administrative
Endorsement Letter to | entrance exam for None 2 Minutes Aide
the Admission Office the transferee Admission Office
o Guidance
3. Take the 3.Adrr_1|n|s_.ter the Co_ordlnator
o examination, check - Office of the
examination on . None 40 Minutes uni )
ified schedule and issue the nn_versuty
Speci results Guidance
Councilor

j : 4.Receive the A 4
4.Submit the required S GHTERETand Administrative

documents for . None 3 Minutes Aide
issue Customer
enrollment

Survey Form
TOTAL: None 55 Minutes
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4. Excuse Letter Procedure

This procedure describes the guidelines in assisting the students on what they

transfer in the university.

Office or Division:

College of Engineering and Architecture

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All bonafide students of DHVSU

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 | Excuse letter form

1 Deans Office/CEA Official FB SITE

2 | Valid ID

5 Internet Multimedia Center, DHVSU

3 | Customer Survey Form (1 original)

6 Deans Office/CEA Official FB SITE

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Secure a scan copy i ,
of Excuse letter form | =+/SSue & copy of _ Administrative
scan copy of None 5 Minutes Aides/ Faculty
from the CEA deans :
, Excuse letter form Adviser
office
2.Submit the
accomplished 2. Evaluate and Chairberson/
Excuse letter form to | Approve the None 5 Minutes Fa cultf Adviser
the Department Office | Excuse Letter
concerned
3. Provide a copy of 3.Acknowledged Facult
the approved letter to | the receipt of the None 2 Minutes Y
. Concerned
all faculty involved letter
TOTAL: None 12 Minutes
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QOLLEGE OF HOSPITALITY AND TOURISM MANAGEMEM)I

1. Enrollment Procedure
This describes the guideline and procedure for the enrollment of college

students.

Office or Division:

College of Hospitality and Tourism Management

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All bonafide students of DHVSU

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 | Clearance ( 1 original)

Accounting Office, DHVSU Bacolor,

1 Pampanga

2 | Academic Evaluation (1 original)

Office of University Registrar (1st Floor,

2 Administration Bldg.)

3 | Pre-registration Form (1 original)

3 | Respective College/Campus

4 | Customer Survey Form (1 original)

4 | Respective College/Campus

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTION BE PAID TIME RESPONSIBLE
1.Secure a pre- Administrative
s - - Aide
registration and 1.Ver|fyl None 2 Minutes Ms Rona P.
feedback form at the student's record Encinas
Dean’s Office CHTM Secretary
2.Submit the )
accomplished pre- 2.Advise the FaCLC‘:'t3I’I'” Ch?rge
registration and student about . Olege o
, None 10 Minutes Hospitality and
feedback forms to the the subjects to Tourism
Faculty_in charge for be enrolled Management
evaluation
Program
; Chairperson
3.Submit the evaluated 3.Approve the BSHM/BSTM
forms to the Program ! I ¢
Chairperson for eva_luate-_d pre- None 2 Minutes College o
I registration form Hospitality and
approva Tourism
Management
Administrative
4. Fill out the 2. Collect the Aide
Customer Satisfaction | accomplished None 3 Minutes Ms Rona P.
Survey Form CSS Form Encinas
CHTM
5.Submit the approved | 4.Encode the Adm';.'(sjtrat“’e
pre-registration form to | subjects and None 1 Da Officel oﬁ‘the
the Office of the issue Certificate y A
Registrar for encoding | of Registration
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and secure Certificate
of Registration

TOTAL:

None

1 Day,
17 Minutes
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2. Issuance of Adding, Dropping, and Changing Forms

This procedure covers the steps on the issuance of Adding, Dropping and Changing“=ai#
to all irregular students of the university.

Office or Division:

College of Hospitality and Tourism Management

Classification:

Simple

Type of
Transaction:

G2C - Government to Citizen

Who may avail:

All bonafide irregular students

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 original)

Certificate of Registration (1

1

Office of University Registrar(1st Floor,
Administration Bldg.)

2 original)

Academic Evaluation Record (1

2

Office of University Registrar (1st Floor,
Administration Bldg.)

Adding, Dropping, Changing Form (1

3 | Respective College/Campus

original)
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Secure a copy of
Certificate of 1.Issue a copy of Administrative
Registration (COR) the Certificate of Aide
and Academic Registration and None 1 Minute Ms Rona P.
Evaluation Record Academic Encinas
from the Office of the | Evaluation Record CHTM
Registrar
. Administrative
E)r?)%(;lljrzz Agr?;r;]%'ing 2.Issu_e Adding, _ Aide
' Dropping, None 1 Minute Ms Rona P.
Form from the : Encinas
College Secretary Changing Form
CHTM
3.1 Advise the
student as to which
subject to add, drop
3. Submit the or change Cﬁgﬁgr;g]on
Z%%Qmp“Shed . BSHM/BSTM
ing, Dropping, 3.2 Evaluate and N :

. one 9 Minutes College of
Changing Form to the | encode the data Hospitality and
College Dean for Tourism
advice and approval | 3.3 Approve the Management

subjects to be
added, dropped or
changed
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4 .Submit the

4. Forward the
approved Adding,

Administrati

approved Adding, Dropping, Aide
Dropping, Changing | Changing Form to None 30 Minutes Ms Rona P.
Form to the College the Registrar's Encinas
Secretary Office for CHTM
processing
; Administrative
g'uzltlcl)%frthe 2. CoIIec_t the _ Aide
Satisfaction Survey accomplished CSS None 3 Minutes Ms Rona P.
Form Encinas
Form CHTM
TOTAL: None 44 Minutes
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3. Transferring Procedure

This procedure describes the guidelines in assisting the students on what they

transfer in the university.

Office or Division:

College of Hospitality and Tourism Management

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All bonafide students of DHVSU

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Official Transfer of Credentials (1

1 - 1 | School Last Attended
original, 1 photocopy)

2 Copy of Grades an_d _credlts earned in > | school Last Attended
other schools (1 original, 1 photocopy)

3 Certificate of Good Moral (1 original, 1 3 | school Last Attended

photocopy)

4 | Birth Certificate (1 original, 1 photocopy)

4 Fernando, Pampanga

Philippine Statistics Authority, City of San

5 | Valid ID 5 Internet Multimedia Center, DHVSU
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1.Submit Erogram
Chairperson
Endorsement Letter | , £ ) ot and BSHM/BSTM
and the required h . I ¢
documents to the endorse the None 10 Minutes Co_ ege o
. transferee Hospitality and
respective Tourism
College/Campus Management
2.Submit the 2. Schedule an Administrative
Endorsement Letter to | entrance exam for None 2 Minutes Aide
the Admission Office the transferee Admission Office
o Guidance
3. Take the 3.Adrr_1|n|s_.ter the Co_ordinator
S examination, check ’ Office of the
examination on . None 40 Minutes y "
ified schedule and issue the Unl_versny
SJUE results Guidance
Councilor
: Administrative
4.Submit the required g'bile;?é\:ﬁstgi d Aide
documents for : None 3 Minutes Ms Rona P.
issue Customer ;
enrollment Encinas
Survey Form CHTM
: Administrative
?:'u';'tlcl)ronlgrthe 2. Collect the Aide
> . accomplished CSS None 3 Minutes Ms Rona
Satisfaction Survey Enci
Form ) nein
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TOTAL:| None | 55Minutes |
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QOLLEGE OF INDUSTRIECHNOLOGEIT)

1. Enrollment Procedure
This describes the guideline and procedure for the enrollment of college

students.

Office or Division:

College of Industrial Technology (CIT)

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All bonafide CIT students of DHVSU

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 | Clearance (1 original)

Accounting Office, DHVSU Bacolor,

1 Pampanga

2 Student 6s

Academic evaluation/ Certificate of

grades (

Office of the University Registrar (15 Floor,

2 Administrative Building)

3 | Pre-Registration form (1 original)

3 |Deanbds Office

Customers Survey Form (DHVSU-
4 | QSP-ADMINSO-004-FO001-RO1)

4 Deanb6s Office

Certificate of Registration (COR)

Evaluation records at

5 5 |Deanbds Office
AGENCY FEES TO PROCESSING PERSON

CLIENT STEPS ACTION BE PAID TIME RESPONSIBLE
1. Receive and

1.Submit a clearance che C.k st

and Academic Academlc . College Secretary
Evaluation None 5 Minutes

CIT

registration form and

N records and
theDeands Off
clearance
compliance
2.Secure a pre- 2.Issue Pre-

Registration and

College Secretary

feedback forms at the feedback forms Ny 18 2 Mighiteg CIT
Deanb6s Of f i |tostudents
3.1
Evaluate/Revie
: w and Advise . Program
3.Submr§ the IR None 10 Minutes Chairperson
accomplished pre- CIT
. : be enrolled by
registration and o
feedback forms to the
Program Chairperson .
for evaluation Ghlidse the - . I8 1 Minute Program
student to drop
the feedback
form to the
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designated drop
box.

2 Minutes

College Dean

CIT
4.1 Approve the
pre-registration
form and
forward to the
office of the
University
Registrar Administrative
Aide
4.2 Encode the 8 Hours Office of the
courses to be University
4.Submit the evaluated enrolled and Registrar
print the
form to the College " None
Dean for approval Cert!flcatg of
Registration
(COR)
4.3 Endorse the i :
orinted 8 Hours Adml’z;ggatlve
Certificate of Office of the
Registration University
(COR) to the Registrar
Office of the
College Dean.
TOTAL: |  None 16 Hours, 20
Minutes
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2. Issuance of Adding, Dropping, and Changing Forms

This procedure covers the steps on the issuance of Adding, Dropping and Changing“=ai#
to all irregular students of the university.

Office or Division: College of Industrial Technology
Classification: Simple
Type of
Transaction: G2C - Government to Citizen
Who may avail: All bonafide irregular students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Certificate of Registration (1 Office of the University Registrar (1st Floor,
1 - 1 o ;
original) Administration Bldg.)
Academic Evaluation Record (1 Office of the University Registrar (1st Floor,
2 T 2 o ;
original) Administration Bldg.)
3 Aclldllng, Dropping, Changing Form (1 3| Deands Office
original)

CLIENT STEPS | AGENCY ACTION | FEESTO | PROCESSING PERSON

BE PAID TIME RESPONSIBLE
1. Secure a copy of
Certificate of 1.Issue a copy of Administrative
Registration (COR) the Certificate of Aide
and Academic Registration (COR) None 1 Minute Office of the
Evaluation Record and Academic University
from the Office of the | Evaluation Record Registrar

Registrar

2.Secure Adding,

Dropping, Changing 2.Issue Adding,

Dropping, None 1 Minute College Secretary

Form from the Chanaing Form CIT

College Secretary ging

S. Sme!t the 3.Evaluate the

accomplished

: . student as to the Program

Adding, Dropping, Y .

Changing Form to the courses to be None 5 Minutes Chairperson
added, dropped or CIT

Program Chairperson

for evaluation changed
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4.Submit the
evaluated Adding,

4. Approve the
courses added,

College Dean

Dropping, Changing None 4 Minutes
Form to the College T ppCt Ok cit
changed
Dean for approval
5. Forward the
5. Submit the approved adding,
approved Adding, Dropping,
Dropping, Changing | Changing form to None 30 Minutes College Secretary
form to the College the Office of the CIT
Secretary University Registrar
for processing
TOTAL: None 41 Minutes
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