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MANDATE

Under its Charter of 2008 (RA 9500), UP is mandated to perform its
unique and distinctive leadership in higher education and
development.

The University of the Philippines shall:

Lead in setting academic standards and initiating innovations in
teaching, research, and faculty development in philosophy, the arts
and humanities, the social sciences, engineering, natural sciences,
mathematics, and technology; and maintain centers of excellence in
these disciplines and professions.

Serve as a graduate university by providing advanced studies and
specialization for scholars, scientists, writers, artists, and
professionals especially those who serve on the faculty of state and
private colleges and universities.

Serve as a research university in various fields of expertise and
specialization by conducting basic and applied research, promoting
research and development, and contributing to the dissemination
and application of knowledge.

Lead as a public service university by providing various forms of
community, public and volunteer service, as well as scholarly and
technical assistance to the government, the private sector, and civil
society while maintaining its standards of excellence.

Protect and promote the professional and economic rights and
welfare of its academic and non-academic personnel.

Provide opportunities for training and learning in leadership,
responsible citizenship, and the development of democratic values,
institutions, and practice through academic and non-academic



programs, including sports and enhancement of nationalism and
national identity.

Serve as a regional and global university in cooperation with
international and scientific unions, networks of universities,
scholarly and professional associations in the Asia Pacific Region
and around the world.

Provide democratic governance based on collegiality,
representation,  accountability, transparency, and active
participation of its constituents; and promote the holding of fora for
students, faculty, research, extension and professional staff
(REPS), administrative staff, and alumni to discuss non-academic
issues affecting the University.

VISION
The national leader in the Health Sciences

MISSION

1. To provide health science-focused transformative education,
enabling and encouraging students to take creative and constructive
action that contributes to the improvement of their community, the
nation, and the world, based on a strong sense of their cultural and
historical identity, as well as a shared humanity.

2. To serve as a research hub in various fields of specialization in
the health sciences by conducting integrative and collaborative
basic, applied, and clinical research and development, contributing
to the dissemination and application of knowledge, and shaping
national health policies.

3. To lead as a public service university by providing various forms
of community, public, and volunteer health services, as well as
medical, scholarly and technical assistance to the government,
private sector, and civil society while maintaining its standard of
excellence. CORE VALUES: Honor, Excellence, Integrity, Social



IV.

Responsibility, Leadership, Innovation, Global Competitiveness,
Nationalism

SERVICE PLEDGE

We commit to:
e deliver prompt and efficient service;
¢ treat you with the highest degree of respect and courtesy;

e give you fair and equal treatment regardless of your social
status; and

e welcome your comments/suggestions for the improvement of
our service delivery.



V. LIST OF SERVICES

Accounting Office
1 Certificate of Liquidation
2 Certified True Copy of Payslip
3 Issuance of Certificate of Deduction for GSIS Premium and
Loan

3
4 Issuance of Certificate of Deduction for PhilHealth 4
5 lIssuance of Certification of Salary and Benefits 5
6 Issuance of Duplicate Copy of ITR 6
7 Issuance of University Clearance 7
8 Preparation of Order of Payment 8
9 Processing of Disbursement Vouchers (Non-BULSA) 9
10 Processing of Disbursement Vouchers (BULSA) 11
11 Processing of Student University Clearance 13
12 Replacement of Checks 14
13 Request for Cash Advance 16
Budget Office
1 Issuance of Funding Clearance - Simple 18
2 Issuance of Funding Clearance - Complex 21
Cash Office
1 Collection - Tuition Fee 25
2 Collection Thru Bank 26
3 Collection Thru LinkBiz Portal 27
4 Collection Thru GCash App 28
5 Collection Other Fees 29
6 Disbursement Thru Advice to Debit Account, PESONet,
FinDES 30
7 Disbursement Thru Check 31
Center for Gender and Women Studies
1 Gender and Development Accomplishment Report-Complex 33
2 Gender and Development Accomplishment Report-Simple 35
3 Gender and Development Budget Request 37

4 Gender Sensitivity Orientation/Training 39



Community Health and Development Program
1 Community Health and Development Program
2 Community-University Engagement for Community
Development and a Common Site for Service-Learning
Courses

3 Request to Be Assessed as a Possible Academic Partner of the

UP Manila CHDP

Human Resource Development Office — External Services
1 Issuance of Certificate of Employment (For Separated
Employees/Inactive Personnel) (Online)
2 Issuance of Service Record for inactive employees (Online E-
mail: upm-hrdo@up.edu.ph -personal purposes):

Human Resource Development Office — Internal Services
1 Issuance of Certificate of Employment (Request Online thru
PUSO)
2 Issuance of Certificate of Employment with Compensation
(Request Online thru PUSO)
3 Issuance of Certificate of No Pending Case (Request Online
thru PUSO)
4 Issuance of Service Record for active employees (Online
PUSO-official purposes):
Issuance of Service Record for active employees (Online
PUSO-personal purposes):
Change of Official Time
Rendition of Overtime Services
Application for E-HOPE
Application for Limited Practice of Profession
Application for Reduced Fees
Request for Special Detail, Study Leave etc.(official)/ vacation
(personal) and Preparation of Travel Authority (TA)
12 Application for Study Leave and Special Detail
13 Application for Sabbatical
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Interactive Learning Center
1 Online Assistance to UPM faculty members and students on
UPMVLE and ARAL Learning Management Systems

2 Workshop/ Training

Information Management Service — External Services
1 Remote ICT Technical Assistance for Students
2 Walk-In ICT Technical Assistance for Students
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Information Management Service — Internal Services
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Account Deactivation or Removal for Clearance and Other
Purposes

Creation of UP Email Accounts for Faculty Members and Staff
Creation of UP Email Accounts for Students

Computer Repair Service

Internet Connectivity Assistance

PABX Technical Assistance

Provision of UP Manila Email Accounts (@post.upm.edu.ph) for
UPM Faculty Members and Staff

Installation or Transfer of PNPKI Digital Certificate

Technical Assistance on PNPKI for Faculty Members

Referral for the Creation of UP Email Accounts for UP Manila
Units, Offices, and Projects

Remote ICT Technical Assistance for Faculty and Staff
Walk-In ICT Technical Assistance for Faculty and Staff

Information, Publication, And Public Affairs Office — Internal Services
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Design and Lay-outing Services

Article creation through event coverage

Photo coverage of events

UP Manila Website Content Support

Preparation of AV presentations

Information Dissemination

Requesting International Standard Book Number (ISBN) from
the National Library of the Philippines

Information, Publication, And Public Affairs Office — External Services

1

Request For Information, Endorsement, And/Or Signature

Learning Resource Center

1
2
3
4

Tutorial Program Hybrid

Summer Bridge Program (Hybrid)
Room Reservation

University Clearance

Museum of a History of Ideas

~N~NOoO OO~ WN -

Visitor Admission

Request for Guided Group Tours

Event Space Rental

Photo and Video Shoot

Exhibit Venue Rental

Processing of Museum Volunteer Application
Processing of Museum Intern Application
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National Graduate Office for the Health Sciences
Inquiries (giving brochures of the different graduate programs)
Issuance of Application and Recommendation Forms
Processing of Application
Issuance of Acceptance Letter
Notice of Dissertation/Thesis Proposal and Defense
MRR Extension Application
Retrieval of Documents submitted by applicants who are not
admitted to Graduate Programs
Claim for Honoraria of Comprehensive Exam, Dissertation
and Thesis
9 Graduate Assistantship Program Application
10 Classes Less than Five
11 Application for Continuing Education Activity
12 Request for Information, Endorsement, and/or Signature
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National Service Training Program
1 Issuance of NSTP Serial Number Certificate - Manual
Transaction
2 lIssuance of NSTP Serial Number Certificate - Online
Transaction
3 Processing of NSTP Honorarium

Office of Alumni Relations
1 Processing of UP Manila Alumni ID
2 Processing of UP Manila Alumni ID (Online)

Office of the Chancellor
1 Facilitating Freedom of Information (FOI) Request
2 Processing and Facilitation of Complaints

Office of International Linkages — External Services
1 Memorandum of Understanding (MOU) and Memorandum of
Agreement (MOA) Processing
2 Collaborative Activities

Office of International Linkages — Internal Services
1 Processing of OIL Administered Grants
2 Request for Transportation Services
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177
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185

189
191

194
196

199

201

204
206



Office of Students Affairs
1 Application for Student Loan to the Student Loan Board 208
(Onsite)
2 Request for OSA Director’s Endorsement of the University 210

Clearance / Leave of Absence / Application for Waiver of Pre-
requisite (Onsite)

3 Request for Issuance of Certificate of Good Moral Character 213
(Onsite)

4 Request for Issuance of Scholarship Verification Certificate 216
(Onsite)

5 Application for Government/Private Funded Scholarship 218
(Online)

6 Request for OSA Director’'s Endorsement of the University 220

Clearance / Leave of Absence / Application for Waiver of Pre-
requisite (Online)

7 Request for Issuance of Certificate of Good Moral Character 224
(Online)

8 Request for Issuance of Permit to Enroll for International 228
Student (Online)

9 Guidance and Counseling Services (Counseling) 231
10 Testing for Students Service (Assessment) 235
11 Life-Skills Information Service (Resiliency Education) 237
12 Request for UP Manila Car Sticker (Online) 239
13 Request for Issuance of Scholarship Verification Certificate 241

(Online)
14 Application for Student Loan to the Student Loan Board 243
(Online)
Office of the University Registrar

1 Registration of Incoming First Year Students 246

2 Issuance of Identification Card 247

3 Application for Transfer 248

4 Application for Official Transcript of Records, Certifications, 250

Verification and Authentication (CAV) Document
5 Application for Company Verification 253
6 Issuance of Original Diploma 254
Office of the Vice Chancellor for Academic Affairs

1 Application for Faculty Development Grant (FDG) 257

2 Application For Academic Program Improvement (API) 259

3 Processing of Requests/Documents of Faculty 262

4 Processing of Other Requests/Documents 264



Office of the Vice Chancellor for Administration and Finance

1
2

3

4
5
6

Endorsement on Appointment Papers of UPM Employees
Approval of Disbursement Vouchers (Payment of Salaries and
Other Benefits)

Signing of Transfer Orders of Salaries, Checks for Payment to
Employees/Contractors/Suppliers

Signing of Memorandum of Agreement/Contract

Approval of SPPMP, PPMP, and APP

Signing of Procurement Documents

Office of the Vice Chancellor for Planning and Development —
External Services

1
2
3

SIT Infra, Progress Billing, Tech Docs
SIT Checks, TO
SIT Letter Request

Office of the Vice Chancellor for Planning and Development — Internal
Services

1
2
3

SIT Infra, Progress Billing, Tech Docs
SIT Checks, TO
SIT Letter Request

Office of the Vice Chancellor for Research and Extension
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Endorsement/Approval of Documents

Request for Assistance on Laboratory Services
Application for Research Dissemination Grant
Application for Publication Award

Application for Publication Fee Grant

Research Grants Administration Office
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Registration of UP Manila Research and Research Outputs
(Presentations and Publications)

Screening of Research Agreements for Legal Review and
Approval

Collection of Institutional Fees

Disbursement of Funds

Procurement Services

Closure of the Research Project

Application for Research Dissemination Grants

Issuance of Certificate of Evaluation for Published Papers

273
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Procurement Management Office — External Services

1 Issuance of Bidding Documents 334

2 Conduct of Prebid Conference 336

3 Submission of Bids 337

4 Acceptance of Notice of Award, Notice to Proceed/Contract, 338
and Purchase Order

5 Receiving of Sealed Quotations 340

6 Information Dissemination and Extension of Assistance 341

Procurement Management Office — Internal Services
1 Information Dissemination and Extension of Assistance 343

Quality Assurance Office — External Services
1 Request for Non-Confidential Quality Assurance (QA) Data for 345
External Client
Quality Assurance Office — Internal Services
1 Request for Quality Assurance Data for Internal Clients 350
2 Request for Quality Assurance (QA) Training and Capacity- 354
Building Activities

Sentro ng Wikang Filipino — External Services

1 Regular Translation/Editing Services 359
2 Expedite Translation/Editing Services 362
Sentro ng Wikang Filipino — Internal Services
1 Regular Translation/Editing Services 366
2 Expedite Translation/Editing Services 369
3 Salin-Libre/Edit-Libre 372
Supply and Property Management Office — Internal Services
1 Issuance and Processing of Clearance (Without Property 375
Accountability)
2 Issuance and Processing of Clearance (With Property 376

Accountability)
3 Receipt, Acceptance and Issuance of Supplies and Equipment 378
(PS-DBM & Non-PS-DBM)

4 Inspection of Delivered Supplies and Equipment 382
5 Online Application of UP Manila Car Sticker 386
6 Online Inventory Taking of Equipment Through GAMIT 388

Ugnayan ng Pahinungdéd Manila — External Services
1 Request for Assistance to Various Pahinungod Manila 390
Programs



Ugnayan ng Pahinungdd Manila — Internal Services

1
2

Application for a Volunteer Program
Request for Information, Endorsement, and/or Signature

University Library — External Services
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Circulation Services

Referral Letter Request

Document Delivery Service Request (Dokyu)
Reference Information Service

Resource Recommendation Request
Payment of Library Fines

Signing of Clearance

External Researcher Support Service

University Library — Internal Services
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Circulation Services

Referral Letter Request

Document Delivery Service Request (Dokyu)
Reference Information Service

Resource Recommendation Request
Payment of Library Fines

Signing of Clearance

College of Allied Medical Professions
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Issuance of Requested Documents

Issuance of Certificate of Completion of Clinical Internship
(PRC Licensure Examination)

Credentialing requests for Alumni

Education Verification Process for Alumni

Request for Certification on Receipt of Therapy in the Clinic for
Therapy Services

Registration

Late Enrollment and Late Registration

Request for Change Matriculation

Request for Permit for Removal Examination

Request for Dropping of Subject

Application for Graduation

Application for Online College Clearance

Request for Permit to Transfer/Honorable Dismissal
Request for the Completion or Removal of Grades
Request for Maximum Residency Rule (MRR) extension
Readmission from Leave of Absence (LOA) or Absence
without Leave (AWOL)

Request for Financial Assistance: Scholarships

Request for Financial Assistance: Financial Loan
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19 Request for Certification of Completion of Return Service

Obligation

20 Request for Computation of Financial Penalty Due 487

21 Request to be Allowed to Pay Financial Penalty Due to Pre- 489
termination of RSA

22 Request for Documents Needed for NMAT Application or 493
Medical School Enrollment

23 Request for Documents Needed for NMAT Application or 495
Medical School Enroliment

24 Conducting research at CAMP 497

25 Request for Conduct of Fieldwork Activities at the Clinic for 499
Therapy Services (Non-CAMP affiliated)

26 Request for Occupational, Physical, and Speech Therapy 502
Services

27 Process for Occupational, Physical and Speech Therapy 504
Management

28 Request for Occupational, Physical, Speech Therapy and 507
Clinical Audiology outreach service

29 Enrolling in the PT Refresher Course 509

30 Request for Room Use (by a CAMP student organization) 511

31 Request for Room Use (by a non-CAMP student organization) 513

32 Request for Use of Space in the Clinic for Therapy Services 515

33 Borrowing department equipment (OT/PT/SP) for UP-CAMP Use 518

34 Borrowing department equipment (OT/PT/SP) for External Use 519

35 RETURNING BORROWED DEPARTMENT EQUIPMENT (OT/PT/SP) 521

36 Request for Borrowing Clinic Equipment from the Clinic for Therapy 523
Services

37 Returning borrowed equipment from the Clinic for Therapy Services 525

38 Request to borrow equipment from the Community based 527
rehabilitation Program

39 Returning borrowed equipment from the Community-based 530

Rehabilitation Program

College of Arts and Sciences

1 lIssuance of College Clearance Form 533
2 Processing of Application for Graduation 534
3 Processing of Request for Honorable Dismissal 536
4 Application for Leave of Absence 537
5 Issuance of Dropping Form 539
6 Issuance of Permit for Removal Examination 541
7 Processing of Request for OCS-Issued Student-Related 543
Records
8 Issuance of Student-Related Records 545



College of Dentistry

1 Application for Dexterity Exam for Undergraduate Program 548
2 Application to the MS Orthodontics Program 549
3 Request for Recommendation Letter (Onsite) 550
4 Request for Recommendation Letter (Online) 551
5 Appeal for MRR Extension 554
6 Registration (Onsite) 555
7 Registration (Onsite) 556
8 Request for College Clearance 558
9 Request for True Copy of Grades (Onsite) 559
10 Request for True Copy of Grades (Online) 560

College of Medicine — External Services
1 Issuance Certificate of Enrolment/ Good Moral Character/ Good 563
Standing/ Whole year courses

2 Issuance of True Copy of Grades 565
3 Letter of Recommendation (Off-Campus Elective) 567
4 Filing of Application form for foreign elective 569
5 Course Description 571
6 Dean's Letter 573
7 Medical Education verification for ECFMG, FCVS and other 576
State Board
8 Certificate of Breakdown of Clinical & Internship rotation (for 579
overseas application)
9 Certificate of Graduation with Medium of Instruction (for 582
overseas application)
10 Certificate of Class Ranking with GWA 585
11 Certificate of Good Moral Character (local and overseas 587
employment)
12 Certified True Copy of Certificate of Internship 589
13 Certificate of Internship (In case loss of the original certificate 591
TEXT format only)

College of Medicine — Internal Services
1 Request for Information, Endorsement, and/or Signature 594

College of Nursing

1 Certification 597
2 Change of Matriculation 599
3 College Clearance 601
4 Completion/Removal of Grade 602
5 Comprehensive Examination 603
6 Dropping of Subjects 605
7 Enrollment 606
8 Leave of Absence 608



9 Extension of Maximum Residency Rule (MRR)
10 Readmission from LOA/AWOL
11 Pre-Termination of Return Service Agreement (Without
Penalty)
12 Pre-Termination of Return Service Agreement (With Penalty 616
and Payment)
13 Appeal About the Pre-Termination Payback of Return Service 619

Agreement
14 Application of UPCN Scholarship 621
15 Request for Thesis/Dissertation Adviser 623
16 Notice of Master’s Thesis/Dissertation Proposal or Defense 624
17 True Copy of Grades 626
18 Application for Underloading/Overloading 627
Verification of Credentials Request 628
College of Pharmacy
1 Request for Good Moral Character (GMC) Certificate 631
2 Request for Academic-Related Certificates and Records 634
College of Public Health
1 Registration 639
2 Change of Matriculation 642
3 Cancellation of Subjects 644
4 Dropping of Subjects 644
5 Completion/Removal of Grade 647
6 College Clearance 648
7 Permit for Examination 650
8 Excuse Slip 652
9 Leave of Absence 653
10 Extension of Maximum Residency Rule (MRR)/Readmission 655
(BSPH Students)
11 Extension of Maximum Residency Rule (Graduate Students) 657
12 Readmission (Graduate Student) 659
13 Comprehensive Examination 661
14 Notice of Master’s Thesis/Dissertation Proposal or Defense 663
15 True Copy of Grades (TCG)/Certificates 665
Newborn Screening Reference Center
1 Application for Membership to the National Comprehensive 668
Newborn Screening System (NCNBSS)
2 DOH-NIH Certification for the National Comprehensive 670

Newborn Screening System (NCNBSS) - Monthly



National Teacher Training Center for the Health Professions

1
2
3

Purchase of Self-Instructional Modules
Auditorium Rental
Continuing Education, Research, and Collaboration

School of Health Sciences, Baler Aurora — External Services

Recruitment and Admission

School of Health Sciences, Baler Aurora — Internal Services
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Request for certifications

Assistance to other request for credentials at OUR/UPM
Library Services — application for library privilege

Library Services — borrowing of books

Library Services — returning / renewing of books

General Administrative Support - Use of Room/ Facility for
official activity

General Administrative Support -Request for the use of
equipment or supplies and materials

General Administrative Support - Request/Use of official service
vehicle for official travel

Human Resource and Personnel Services- Application for
Leave

UP manila Resource and Personnel Services- Application for
Leave Processing

Financial Services- Reimbursements, Cash Advances and
Liquidation Processing

School of Health Sciences, Koronadal Extension

1
2
3

Library Services (For Books and Other Reading Materials)
Library Services (For Computer Usage)
Request for Certifications

School of Health Sciences, Tarlac Extension
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Assistance to other request for credentials at OUR/UPM
Library Services — application for library privilege

Library Services — borrowing of books

Library Services — returning / renewing of books

Use of Room/ Facility for official activity

Request for the use of equipment or supplies and materials
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ACCOUNTING OFFICES
INTERNAL SERVICES



1. CERTIFICATE OF LIQUIDATION

1908 4

Upon full liquidation of cash advance granted, certificate of liquidation is issued.

Office or Division
Classification

Type of Transaction

Who may Avail

Accounting Office

Simple

G2G

Accountable Officer

CHECKLIST OF REQUIREMENTS

1. Approved full liquidation

WHERE TO SECURE

Accounting Personnel

CLIENT STEPS

1. Submit an
approved fully
liquidated cash
advance.

AGENCY ACTION

1.1 Receive
approved
liquidation from
the Office of the
Vice Chancellor
for Administration
and Finance.

FEES TO
BE PAID

None

PROCESSING
TIME

1 min

PERSON
RESPONSIBLE
ACCOUNTANT
I

1.2 Prepare a
certificate of
liquidation and
signed by the
Chief Accountant.

None

1 day

ACCOUNTANT
I

1. 3 Receive
signed certificate
of liquidation.

None

1 min

ACCOUNTANT
I

1.4 Forward the
signed certificate
to the concerned
personnel.

None

1 day

ACCOUNTANT
I

TOTAL

None

2 days, 2 mins
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2. CERTIFIED TRUE COPY OF PAYSLIP

Certified true copy of Payslip is issued to individuals as a requirement for
GSIS/PAG-IBIG/private loans

Office or Division Accounting Office — Payroll Section
Classification Simple
Type of Transaction G2G — Government to Government
Who may Avail Regular/Contractual/FDF Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Payslip Accounting
FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
Submit Payslipto | 1. Receive a copy None 1 min Accounting
the Accounting of the Payslip Personnel
Office
2. Verify purpose None 1 min Accounting
Personnel
3. Reviews and None 10 mins Accounting
signs Payslip Personnel
4. Release of None 1 min Accounting
Payslip Personnel
TOTAL None 13 mins
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3. ISSUANCE OF CERTIFICATE OF DEDUCTION FOR GSIS PREMIUM
AND LOAN

Issuance of certification of deduction for GSIS premium and loans is issued to
individuals as a requirement for GSIS claims.

Office or Division

Accounting Office — Payroll Section

Classification

Highly Technical

Type of Transaction G2G — Government to Government

Who may Avail Regular/Contractual/FDF Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
NONE
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
Submit a request 1. Receive the None 1 min Accounting
letter to the request letter for Personnel
Accounting office | the issuance of a
certificate of
deduction for
GSIS premiums
and loans
2. Verify purpose None 1 min Accounting
Personnel
3. Check None 9 days Accounting
Accounting Data Personnel
for remitted
amounts of GSIS
loans and
premiums
4. Review and None 10 mins Accounting
sign the Personnel
Certificate
5. Release of None 1 min
document
TOTAL None 9 days, 13
mins
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4. ISSUANCE OF CERTIFICATE OF DEDUCTION FOR PHILHEALTH

Issuance of certification of deduction for Philhealth is issued to individuals as a

requirement.

Office or Division

Accounting Office — Payroll Section

Classification Simple
Type of Transaction G2G — Government to Government
Who may Avail Regular/Contractual/FDF Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
NONE
FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
Submit a request 1. Receive the None 1 min ACCOUNTING
letter to the request letter for PERSONNEL
accounting office | the issuance of a
certificate of
deduction for
PHILHEALTH.
2. Verify purpose None 1 min ACCOUNTING
PERSONNEL
3. Check the None 15 mins ACCOUNTING
accounting data PERSONNEL
for remitted
PHILHEALTH
premium
4. Review and None 10 mins ACCOUNTING
sign Certificate. PERSONNEL
5. Release of None 1 min
document.
TOTAL None 28 mins




1908 4

5. ISSUANCE OF CERTIFICATION OF SALARY AND BENEFITS

Issuance of certification of salary and benefits (COE with compensation) is issued to
individuals as a requirement for GSIS/PAG-IBIG/Private loans.

Office or Division Accounting Office — Payroll Section
Classification Simple

Type of Transaction G2G — Government to Government
Who may Avail Regular/Contractual/FDF Employees

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Certificate o_f Employment and HRDO
Compensation
FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Received None 1 min Accounting
Certificate of Personnel
employment and
compensation
from HRDO
2. Verify purpose £20.00 3 mins HRDO

Personnel
3. Check the None 1 day Accounting
accounting data of Personnel
Salaries and
benefits paid
4. Reviews and None 5 mins Accounting
signs Certificate Personnel
5. Release of None 1 min Accounting
document Personnel

TOTAL None 1 da_y, 10
mins
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6. ISSUANCE OF A DUPLICATE COPY OF ITR

Issuance of a duplicate copy of ITR is issued to individuals as a requirement for
GSIS/PAG-IBIG/Private loans

Office or Division Accounting Office — Payroll Section
Classification Simple
Type of Transaction G2G, G2B, G2C
Who may Avail Regular/Contractual/FDF Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
NONE
FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Request for ITR | 1. Verify Purpose None 1 min ACCOUNTING
PERSONNEL
2. lIssue order of None 5mins ACCOUNTING
payment PERSONNEL
2. Pay atthe 1. Receive £20.00 5 mins CASHIER
Cashier payment and
issues Official
Receipt
2. Check for None 5 mins ACCOUNTING
duplicate copy of PERSONNEL
ITR
3. Certify ITR None 1 min ACCOUNTING
PERSONNEL
4. Release of None 1 min ACCOUNTING
document PERSONNEL
TOTAL None 18 mins




7. ISSUANCE OF UNIVERSITY CLEARANCE

1908 4

Issuance of University Clearance (for Resigned, Special Detail, Study Leave and
retired employees) is issued to individuals for the processing of claims and

accountabilities.

Office or Division

Classification

Type of Transaction
Who may Avail

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Accounting Office — Payroll Section

Complex

G2G — Government to Government

Regular/Contractual/FDF Employees

Certification without pay HRDO
Service Record HRDO
University Clearance HRDO
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
Secure University | 1. Received None 1 min ACCOUNTING
Clearance University PERSONNEL
Clearance
2. Compute for None 6 days ACCOUNTING
leave without pay PERSONNEL
and check the
previous
accounting data
for overpayment,
if any
3. Reviews and None 10 mins ACCOUNTING
signs University PERSONNEL
Clearance
4. Release of None 1 min ACCOUNTING
Clearance PERSONNEL
TOTAL | None 6 days, 12

mins
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8. PREPARATION OF ORDER OF PAYMENT

Preparation of order of payment to be presented by the client to the Cash Office for
Official Receipt (OR).

Office or Division Accounting Office
Classification Simple
Type of Transaction G2G, G2B, G2C
Who may Avail Payor
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Billing Statement/Proof of Deposit College/Unit

Approved MOA/Contract

Line Item Budget

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
Submit Billing 1. Receive None 1 min ACCOUNTING
Statement/Proof pertinent PERSONNEL
of Deposit, documents from
Approved clients
MOA/Contract,
Line Item Budget.
2. Verify the £20.00 5 mins ACCOUNTING
details of the PERSONNEL
submitted
documents from
the client.
3. Prepare the None 3 mins ACCOUNTING
order of payment PERSONNEL
4. Endorse the None 5 mins ACCOUNTING
prepared order of PERSONNEL
payment to the
Accountant for
validation and
signature.
5. Release order None 1 min ACCOUNTING
of payment PERSONNEL
TOTAL None 15 mins
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9. PROCESSING OF DISBURSEMENT VOUCHERS

Processing of Disbursement Voucher of Suppliers, Reimbursements, Cash
Advances, Replenishments, Liquidations, Payroll, and Contractors.

9.1 NON-BULSA Disbursement Vouchers

Office or Division Accounting Office
Classification Highly Technical
Type of Transaction G2G, G2B, G2C
Who may Avail Payor

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Disbursement Voucher with Complete
Documentary Requirements as College/Unit

prescribed by COA Circular 2012-001

FEES

PROCESSING PERSON
CLIENT STEPS AGENCY ACTION TI:?AIBDE TIME RESPONSIBLE
Submit the 1. Receive the None 10 MINS ACCOUNTING
Disbursement Disbursement PERSONNEL

Voucher (DV)to | Voucher (DV), then
the Accounting distribute to the
Office with concerned staff
Complete
Supporting
Documents
(Initial).

2.Pre-audit/process None 5 DAYS ACCOUNTING
DV and check the PERSONNEL
correctness and
completeness of
supporting
documents (Return
to the concerned unit

if requires

compliance)

3. If correct and None 3 MINS ACCOUNTING
complete PERSONNEL

documents, forward
to the Budget Office
for funding.

Submit 1. Receive funded None 5 MINS ACCOUNTING
Disbursement Disbursement PERSONNEL
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CLIENT STEPS

Voucher (DV) to

Accounting Office

with Complete
Supporting
Documents
(Funded)

AGENCY ACTION

Voucher (DV) then
distribute to the
concerned staff.

FEES
TOBE
PAID

PROCESSING
TIME

1908 g

PERSON
RESPONSIBLE

2. Prepare manual
journal entry voucher
(JEV) and submit for
signature of the
Chief Accountant /
Accountant IV as to
completeness of
supporting
documents

None

2 DAYS

ACCOUNTING
PERSONNEL

3. Signed by the
Chief Accountant
[Accountant IV

None

10 MINS

ACCOUNTING
PERSONNEL

5. Forward to the
Office of the Vice
Chancellor for
Administration and
Finance for approval

None

10 MINS

ACCOUNTING
PERSONNEL

TOTAL

None

7 days, 38
mins
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9.2 BULSA Disbursement Vouchers

Office or Division Accounting Office
Classification Highly Technical
Type of Transaction G2G, G2B, G2C
Who may Avail Payor

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Disbursement Voucher with Complete
Documentary Requirements as College/Unit

prescribed by COA Circular 2012-001

FEES

PROCESSING PERSON
CLIENT STEPS AGENCY ACTION TF?AIB[:E TIME RESPONSIBLE
Submit 1. Receive funded None 10 MINS ACCOUNTING
Disbursement Disbursement PERSONNEL

Voucher (DV) to | Voucher (DV)from
Accounting Office | Budget Office then
with Complete distribute to the

Supporting concerned staff

Documents

(Initial).
2.Pre-audit/process None 5 DAYS ACCOUNTING
DV and check PERSONNEL

correctness and
completeness of
supporting
documents (Return
to the concerned unit

if requires

compliance)

3. Prepare manual None 2 DAYS ACCOUNTING
journal entry voucher PERSONNEL

(JEV), initiate JEV in
BULSA and submit
for signature of the
Chief Accountant /
Accountant IV as to
completeness of
supporting
documents
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FEES

Sy
190%

PROCESSING PERSON

CLIENT STEPS AGENCY ACTION TI:?AIBDE TIME RESPONSIBLE

5. Signed and None 10 MINS ACCOUNTING

approved DV in PERSONNEL

BULSA by the Chief

Accountant/Account

ant IV

6. Forward to the None 10 MINS ACCOUNTING

Office of the Vice PERSONNEL

Chancellor for

Administration and

Finance for approval

TOTAL | None | 7 days, 30

mins
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10. PROCESSING OF STUDENT UNIVERSITY CLEARANCE

Processing of Student University Clearance duly signed by College and OSA

Office or Division Accounting Office
Classification Simple

Type of Transaction G2C, G2G

Who may Avail Students/Alumni

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Accomplished student university
clearance signed by College and Office | OUR

of Student Affairs (OSA).
FEES PROCES
CLIENT STEPS AGENCY ACTION TOBE  SING RE;,gORﬁ(S)IgLE
PAID TIME
Submit None 1 min ACCOUNTING
accomplished PERSONNEL
student 1. Receive university
university clearance signed by

clearance signed | College and OSA.
by College and
(OSA).

2. Verify the student’s None 5mins | ACCOUNTING
financial accountability in PERSONNEL
the Information System
on Key Operations for

Learning and Academic

Resources

(ISKOLAR) or Student

Loan Board (SLB).

3. Endorse the verified None 4 mins ACCOUNTING
clearance to the PERSONNEL

Accountant for signature.
Once signed, the
clearance will be returned
to the client.

TOTAL | None 10 mins
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11. REPLACEMENT OF CHECKS

Replacement of stale, lost or cancelled checks

Office or Division Accounting Office
Classification Simple
Type of Transaction G2C
Who may Avail Suppliers, Employees, Students
Letter Request Requesting party
Original Check Requesting party
Replacement Receipt Cash Office
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
Submit letter None 10 MINS ACCOUNTING
request to PERSONNEL
Accounting Office
with complete
supporting )
documents. Letter 1. Receive
complete
request shall )
indicate the ff requirements and
forward to
1) Payee Name, . .
2) Date of check, accounting staff in
3) Check no. charge.
4) Amount of
check, &
5) Reason for
replacement.
2. Verify None 60 MINS ACCOUNTING
accounting PERSONNEL
records if the
check has not
been cashed.
3. Prepare None 60 MINS ACCOUNTING
reversing entry PERSONNEL
thru Journal Entry
Voucher (JEV).




CLIENT STEPS

AGENCY ACTION

4. Prepare
Disbursement
Voucher (DV) and
forward to
Accountant IV /
Chief Accountant.

FEES TO
BE PAID

None

PROCESSING
TIME

90 MINS

1908 4

PERSON
RESPONSIBLE

ACCOUNTING
PERSONNEL

5. Sign the DV
and forward the
same to the
receiving staff.

None

10 MINS

ACCOUNTING
PERSONNEL

6. Record the DV
out to the Office of
the Vice
Chancellor for
Administration
and Finance for
approval

None

10 MINS

ACCOUNTING
PERSONNEL

TOTAL

None

4 hrs
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12. REQUEST FOR CASH ADVANCE

Special purpose cash advance requires a letter indicating the nature of activity,
duration of activity, name of designated special disbursing officer and line item
budget for the activity.

Office or Division Accounting Office

Classification Simple

Type of Transaction G2G — Government to Government
Who may Avail Accountable Officer

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Request letter for cash advance Accounting Personnel
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
Submit a request | 1. Receive None 1 MIN ACCOUNTING
letter for cash request letter for PERSONNEL
advance to the cash advance
Accounting Office. | 2. Evaluate the None 1 DAY ACCOUNTING
request as the PERSONNEL
nature of activity,
duration of
activity, name of
designated

special disbursing
officer and line

item budget

3. Recommend for None 5 MINS ACCOUNTING

approval PERSONNEL
TOTAL None 1 day, 6 TOTAL

mins
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BUDGET OFFICE
INTERNAL SERVICES
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1. ISSUANCE OF FUNDING CLEARANCE
Processing of Obligation Request and Status (ORS) and/or Budget Utilization
Request and Status (BURS)

Office or Division
Classification

Type of Transaction

Who may Avail

1908 4

Budget Office

Simple

G2G

UP Manila Colleges/Units

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

ORS/BURS with complete
documentary requirements per COA
Circular No. 2012-001

College/Unit

CLIENT STEPS

1. Submit original
hard copies

AGENCY ACTION

1.1 Check and
receive the
document from
the liaison officer,
verify if transacted
in BULSA, receive
in the TRACKS,
record manually in
the Budget Office
Internal Tracking
Sheet, and
distribute the
document per
Section for
process

FEES TO
BE PAID

N/A

PROCESSING
TIME

30 minutes

PERSON
RESPONSIBLE

Senior Office
Assistant

Receiving
Section

1.2.alf the
document is
BULSA-ready,
receive and
record in the
Budget Office
Internal Tracking
Sheet, pre-audit
the attached
documentation,
verify the
completeness of
uploaded scanned
files in the
BULSA, process
the hard copy

N/A

2 hours

Budget
Officer/Senior
Office
Assistant
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CLIENT STEPS

AGENCY ACTION

document,
process the hard
copy document,
and forward to the
Section Head

FEES TO
BE PAID

PROCESSING
TIME

1908 4

PERSON
RESPONSIBLE

1.2.b If the
document is not
BULSA ready,
receive and
record in the
Budget Office
Internal Tracking
Sheet, pre-audit
the attached
documentation,
process the hard
copy document,
and forward to the
Section Head

N/A

1 hour

Budget
Officer/Senior
Office
Assistant

1.3 Review both
the hard copy and
BULSA
documentation,
and recommend
action for approval
of the Chief

N/A

1 hour

Section Head

1.4 Approve both
the hard copy and
BULSA
documentation

N/A

1 hour

Chief

1.5 Receive the
approved and
signed or returned
to unit document
from the Chief,
scan, record out in
the TRACKS and
Budget Office
Internal Tracking
Sheet, print
checklist and
prepare for
release to the
concerned
College/Unit

N/A

1 hour
(Release is
within the day
if approved
and signed not
later than 3:00
pm.
Otherwise,
release will be
the following
working day)

Senior Office
Assistant

Outgoing
Section

20




CLIENT STEPS AGENCY ACTION

through the liaison
officer

FEES TO
BE PAID

PROCESSING
TIME

=G
1908

PERSON
RESPONSIBLE

5 hours and
TOTAL (BULSA-ready document) N/A 30 minutes
TOTAL (Not BULSA-ready) N/A 4.5 hours
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2. ISSUANCE OF FUNDING CLEARANCE

Processing of Funding Clearance for Infrastructure Projects and Letter Request
for Creation of New Positions

Office or Division Budget Office
Classification Complex

Type of Transaction G2G

Who may Avail UP Manila Colleges/Units

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

a. Special Budget Request for
Infrastructure Projects
e Signed Letter Request by the
Chief Architect with
endorsement of the Vice
Chancellor for Planning and
Development
e Terms of reference with Bill of
quantities and materials cost
estimate
e Approved detailed architectural
and engineering design
e Capital Outlays Form No. 1 for
projects that need BOR approval

b. Special Budget Request for Creation College/Unit
of New Positions
e Signed Letter Request by the
Dean or Head of Office with
personnel clearance and
endorsed by the HRDO
e Approved Organizational Chart
and Functional Chart for
additional Admin and REPS
position
e Faculty Complement/Faculty
Loading Matrix for faculty
position
e Current enroliment data for
additional faculty position
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FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

CLIENT STEPS

AGENCY ACTION

1. Submit original
hard copies

1.1 Check and
receive the
document from the
liaison officer,
receive in the
TRACKS, record
manually in the
Budget Office
Internal Tracking
Sheet, and
distribute the
document per
Section for process

N/A

30 minutes

Senior Office
Assistant

Receiving
Section

1.2 Receive the
document and
record the details in
the Budget Office
Internal Tracking
Sheet, pre-audit
the attached
documentation,
process the hard
copy document,

and forward to the
Section Head

N/A

3 days

Budget
Officer/Senior
Office
Assistant

1.3 Review the
documentation and
recommend action
for approval of the
Chief

N/A

1 day

Section Head

1.4.a For
infrastructure
projects, approve
funding clearance
and forward the
documentation for
final/
recommending
approval to the
Vice Chancellor for
Administration and
Finance

N/A

1 day

Chief

1.4.b For additional
faculty, REPS and
administrative

positions, approve

N/A

1 day

Chief
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CLIENT STEPS

AGENCY ACTION

funding clearance
and forward the
documentation for
final/
recommending
approval to the
Vice Chancellor for
Academic Affairs,
Vice Chancellor for
Research and
Extension, and
Vice Chancellor for
Administration and
Finance,
respectively.

FEES TO
BE PAID

PROCESSING
TIME

1908 4

PERSON
RESPONSIBLE

1.4.clf notin order,
return to the

concerned N/A 1 day Chief
College/Unit for
appropriate action
1.5 Receive the
approved and
signed or returned
to unit document
from the Chief, 1 hour
scan, record out in (Release is
the TRACKS and within the day
Budget Office if approved Senior Office
Internal Tracking and signed not Assistant
Sheet, print N/A later than 3:00
checklist and pm. Outgoing
prepare for release Otherwise, Section
to the concerned release will be
Offics of the Vice. the folowing
Chancellor for
Administration and
Finance through
the liaison officer
5 days,
TOTAL N/A 1 hour and 30

minutes
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CASH OFFICE
EXTERNAL SERVICES
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1. COLLECTION - TUITION FEE

Description of Service :

1908 4

Payment of Tuition Fees thru Cashier Using the

Information System on key Operations for Learning and Academic Resources

(ISKOLAR)

Office or Division
Classification

Type of Transaction

Who may Avail

Cash Office

Simple

Government-to-Citizens (G2C)

UPM Students

CHECKLIST OF REQUIREMENTS

Verified Billing Slip

WHERE TO SECURE
Student Records Evaluator (SRE) - College

FEES TO PROCESSIN PERSON
CLIENT STEPS AGENCY ACTION BE PAID G TIME RESPONSIBLE
1. Proceed to the | 1. Search Student
designated Name by inputting Cashier
Collecting Cashier | Student Number None 2 minutes | assigned at
and present to the System the Window
Verified Billing Slip
Pays 2.1 Receives
payments based
on Verified Iskolar Ph Cashier
. : p : :

Billing Slip 6.514 50" 3 minutes | assigned at

2.2 Issues S the Window

electronic Official

Receipt (eOR)

TOTAL 5 minutes

Note: *Fees may vary depending on their course/college
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2. COLLECTION THRU BANK (ONCOLL PAYMENT)

Description of Service : Payment of Tuition Fee thru Bank (Landbank of the
Philippines (LBP) Nationwide)

Office or Division Cash Office

Classification Simple

Type of Transaction Government-to-Citizens (G2C)

Who may Avail UPM Students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Verified Billing Slip / Abstract of Student Records Evaluator (SRE) - College
Collection / LBP
FEES TO PROCESSIN PERSON
CLIENT STEPS AGENCY ACTION BE PAID G TIME RESPONSIBLE
1. After 1. Verifies
transacting with payment versus

LBP branch, send | passbook
copy of validated | (reference: LBP

Oncoll payment Abstract of : .
slip and Verified Collection) None 2 minutes Cashier’s Staff
Billing Slip to
College furnish
upm-cash@up.ed
u.ph

2.1 Post payment

in the ISKOLAR :

. , Collecting
and email the None 3 minutes Cashier

eOR to students

TOTAL 5 minutes
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3. COLLECTION THRU LINK.BIZ PORTAL (ONLINE BANKING)

Description of Service : Cashless/Contactless payment of Matriculation and
Other Fees through Link.Biz Portal i.e All Bancnet ATM’s, GCash, Instapay, 7/11
Convenience Stores

Office or Division Cash Office

Classification Simple

T f Transaction Govt-to-Businesses (G2B); Government-to-Citizens
ype of fransactio (G2C) & Govt-to-Govt (G2G)

UPM Students, Employees, Alumni, Govt Agency,
Who may Avail Private Hospital, Clinic, Lying In and other Private
Institutions

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Verified Billing Slip / Qrderof UPM College / Units , Accounting Office
Payment / Sales Invoice

FEESTO PROCESSIN PERSON
BE PAID G TIME RESPONSIBLE

CLIENT STEPS AGENCY ACTION

1. Goto Landbank | 1. Verifies
Link.Biz Portal payment versus
website at passbook
https://www.Ibp.-e | (reference:
services.com and | Merchant

follow steps / Payment Inquiry) None 2 minutes | Cashier’s Staff
instructions

1.1. Print / Save

copy of Payment

Confirmation

Receipt

2. Send copy of 2.1 Post payment

Confirmation in the ISKOLAR

Receipt and and email the

Billing Statement/ | €OR to students None 3 minutes Collecting
OPF to College / nu Cashier

Unit and copy
furnish Cash
Office

TOTAL 5 minutes
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4. COLLECTION THRU GCASH APP (ONLINE PAYMENT)
Description of Service : Cashless/Contactless payment of Matriculation and
Other Fees through GCash App

Office or Division Cash Office

Classification Simple

Govt-to-Businesses (G2B); Government-to-Citizens

Type of Transaction

Who may Avail

(G2C) & Govt-to-Govt (G2G)

UPM Students, Employees, Alumni, Govt Agency,
Private Hospital, Clinic, Lying In and other Private
Institutions

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Verified Billing Slip / Order of
Payment / Sales Invoice

UPM College / Units , Accounting Office

CLIENT STEPS

AGENCY ACTION

FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIBLE

1. Go to GCASH 1. Verifies
APP and follow payment versus
steps / passbook
instructions reference: GCash . .
1.1. Print / Save é)ollection Report) None 2 minutes Cashier's Staff
copy of Payment
Confirmation
Receipt
2. Send copy of 2.1 Post payment
Confirmation in the ISKOLAR
Receipt and and email the
Billing Statement/ | €OR to students N 3 minut Collecting
OPF to College / one MINUIES 1 Cashier
Unit and copy
furnish Cash
Office
TOTAL 5 minutes
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5. COLLECTION - OTHER FEES ( Over-the-Counter)
Description of Service : Other payments (CAMP Services, Refresher Course, Bdi
Documents, Performance Bond, Admission, Certification, Dental Services, Use
of facilities, NHSRC kits, etc)

Office or Division
Classification

Type of Transaction

Who may Avail

1908 4

Cash Office

Simple

Govt-to-Businesses (G2B); Government-to-Citizens
(G2C) & Govt-to Govt (G2G)

UPM Students, Employees, Govt Agency, Private
Hospital, Clinic, Lying In and Other Private Institutions

CHECKLIST OF REQUIREMENTS

Order of Payment Form (OPF)

WHERE TO SECURE
UPM College / Units, Accounting

FEES TOBE PROCESSI PERSON
CLIENT STEPS AGENCY ACTION PAID NG TIME RESPONSIBLE

1. Proceed to the | 1. Receives Order
designated of Payment Form
Collecting Cashier
and present OPF Cashier
duly signed by the None 2 minutes | assigned at
respective College the Window
/ Unit or Staff of
CAD Accounting
Office
2. Pays 2.1 Receives

payment/s based Cashier

on OPF Php 16,500* | 3 minut igned at

p 16, minutes | assigned a

2.2 Issues the Window

electronic Official

Receipt (eOR)
3. Present Official | 3. Records
Receipt to the payment
concerned
unit/college for Administrative
record purposes, Officer
keeps payor’'s
copy of OR for
future reference

TOTAL 5 minutes

Note: *Fees may vary depending on their course/college
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6. DISBURSEMENT THRU ADVICE TO DEBIT ACCOUNT, FINDES,

PESONET

Description of Service :

Payment of Salary, Honorarium, Cash Advances,

Replenishments, Transportation allow & Other benefits, services/goods

Office or Division
Classification

Type of Transaction

Who may Avail

Cash Office

Simple

Govt-to-Businesses (G2B); Government-to-Citizens
(G2C) & Govt-to Govt (G2G)

dealers

UPM Students, Employees, alumni, retirees, JO
employees, Speakers, lecturers, Contractors/Suppliers/

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Account Number (if first time)

Valid ID, authority from the Company

Official Receipt

UPM Authorized Depository Bank
(nationwide)
Concerned Company / Office

FEES TOBE PROCESSI PERSON
CLIENT STEPS AGENCY ACTION PAID NG TIME RESPONSIBLE
1. Notify via Cashier
e-mails None 2 minutes | assigned at
the Window
2. Issues Official 2. Give copylies of Cashier
Receipt (for dealer | attached BIR None 2 minutes | assigned at
/ supplier) Form/s (for dealer the Window
/ supplier
3. Present Official | 3. Records
Receipt to the payment
concerned
unit/college for Administrative
record purposes, Officer
keeps payor’'s
copy of OR for
future reference
TOTAL 4 minutes
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7. DISBURSEMENT THRU CHECK

Description of Service : Payment of Remittances and Utilities

Office or Division Cash Office

Classification Simple

T fT ti Govt-to-Businesses (G2B); Government-to-Citizens
ype ot Transaction (G2C) & Govt-to Govt (G2G)

Who may Avail Pag-ibig, Philhealth, PLDT, Meralco

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Valid ID of the claimant and/or
authorized person Notarized Special
Power of Attorney (if necessary)
Company’s Authority to pick-up the
Check (dealer/supplier if first time

Company / Institutions, Gov’'t Agency

collector)
FEES TOBE PROCESSI PERSON
CLIENT STEPS AGENCY ACTION PAID NG TIME RESPONSIBLE

1 ._Signs the 1. Release Cashier
Disbursement check/s None 2 minutes | assigned at
Voucher and_ the Window
Warrant Register
2. Issues Official 2. Give copylies of Cashier
Receipt attached BIR None 3 minutes | assigned at

Form/s ( the Window

TOTAL 5 minutes




CENTER FOR GENDER AND WOMEN STUDIES
INTERNAL SERVICES
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1. Gender and Development Accomplishment Report
Gender and Development Accomplishment Report

Office or Division
Classification

Type of Transaction

Who may Avail

Center for Gender and Women Studies

G2G

Complex

GFPS Members, Admin Officer/s, Colleges, Units and
Offices (Required to submit)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. GAD Accomplishment Report

Philippine Commission on Women website
Center for Gender and Women Studies

Template office
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
GFPS Member/ Receive and
Admin Officer review the
shall prepare the | submitted Gender
College, Unit or and Development
Office GAD Accomplishment No fees CGWS URA II
Accomplishment Report. required 2 hours and Director
Report with (GAD
AR) complete
attachments and
submit to the
Center.
Collate all the
received
accomplishment
report from
Colleges, Units
and Offices using No fees 5 working CGWS URA ||
the required. days
Accomplishment
Report format
from Philippine
Commission on
Women.
Validate the
accuracy of
submitted
accomplishment | O €8S | 5\ orking days | CGWS URA I
required
report from
Colleges, Units
and Offices.




CLIENT STEPS

AGENCY ACTION

FEES TO

PROCESSING

PERSON

Consolidate all
GAD
Accomplishment
Reports of various
units and colleges.

BE PAID

No fees
required

TIME

5 working days

RESPONSIBLE

CGWS URAII
and Director

Sign the UP
Manila
accomplishment
report and forward
it to the
Chancellor for her
endorsement.

No fees
required

15 minutes

CGWS
Director

Submit the GAD
AR to appropriate
UP offices and
government
agencies
mandated by
PCW guidelines
and policies after
endorsement by
the UPM
Chancellor.

No fees
required

15 minutes

CGWS URA I
or Director

TOTAL

12 working days
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2. Gender and Development Accomplishment Report
Gender and Development Accomplishment Report

Office or Division
Classification

Type of Transaction

Who may Avail

Center for Gender and Women Studies

G2G

Complex

GFPS Members, Admin Officer/s, Colleges, Units and
Offices (Required to submit)

WHERE TO SECURE

CHECKLIST OF REQUIREMENTS

Philippine Commission on Women website
GAD Accomplishment Report Template | Center for Gender and Women Studies

office
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
GFPS Member/ Receive and
Admin Officer review the
shall prepare the submitted Gender
College, Unit or and Development
Office GAD Accomplishment No fees 1 hour _ CGWS
Accomplishment Report. required Director and
Report with (GAD Staff
AR) complete
attachments and
submit to the
Center.
Collate all the
received
accomplishment
report from
Colleges, Units CGWS
and Offices using No f_ees 3 working days | Director and
the required. URA ]
Accomplishment
Report format
from Philippine
Commission on
Women.
Validate the
accuracy of
Sme'tte.d No fees . . COWS
accomplishment ) 2 working days | Director and
report from required URA II

Colleges, Units
and
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CLIENT STEPS

AGENCY ACTION

Offices.guidelines
of the current year

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Sign the UP
Manila
accomplishment
report and forward
it to the
Chancellor for her
endorsement.

No fees
required

15 minutes

Director

Submit the GAD
AR to appropriate
UP offices and
government
agencies
mandated by
PCW guidelines
and policies after
endorsement by
the UPM
Chancellor.

No fees
required

15 minutes

CGWS
Director or
URA I

TOTAL

6 working days
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3. Gender and Development Budget Request
Gender and Development Budget Request

Office or Division Center for Gender and Women Studies

Classification

Type of Transaction

Who may Avail

G2G

Complex

GFPS Members, Admin Officer/s, Colleges, Units and
Offices (Required to submit)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Budget Request (letter)
addressed to the Chancellor or
Vice Chancellor for
Administration and Finance
2. Programs/Projects/Activities
Proposal with attached line-item
budget
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
GFPS member Receive and
shall write a review the
budget request submitted Gender
addressed to the | and Development -
Chancellor for Accomplishment No f.ees 3 minutes CGWS URA I
. . required
their incoming Report.
activity w/ note
and appoval of the
Head of office
Validate the
Budget Request of CGWS
f[he GAD Activity No fees 1 hour Director or
in accordance to required. URA ||
the approved GAD
Plan and Budget
Endorse the
budget request
letter to the
OVCA/ Budget
Office via BULSA | o fees 1 hour CEWS
. . required Director
in accordance with
the GAD plan and
budget guidelines
of the current year
Photocopy (file
copy) and then Nofees | o minutes | CGWS URAII
route the original required
document/s to the




CLIENT STEPS AGENCY ACTION e PERSON

OVCA and Budget
for funding.

BE PAID TIME RESPONSIBLE

TOTAL 2 hours and 15 minutes
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4. Gender Sensitivity Orientation/Training
Gender Sensitivity Orientation/Training

Office or Division
Classification

Type of Transaction

Who may Avail

Center for Gender and WWomen Studies

Simple

G2G

Workers"

UP Manila Students, Faculty, Employees and "Other UP

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Letter request addressed to CGWS N/A
regarding the request
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
Submit a letter Receive the letter
request for and check for the
Gender Sensitivity | availability of the -
Orientation with | Date and rNe‘;:?rzZ S minutes | caws URA I
specific date, time, | Speakers.
venue and contact
information.
Wait for the Confirm the Time, No fees
confirmation of the | Date and Speaker ) 5 minutes CGWS URA I
Center. available . required.
Secure the venue, | GAD Training
Laptop, and materials shall be
Sound prepared including
System.Satisfactio | the Evaluation No fges 1 hour CGWS URAII
n Survey Form, form of the required
Attendance Sheet Center.
(Optional)
Conduct the
Gender Sensitivity
Orientation/ No fees CGWS
Training on the required 2 hours Director
requested time,
date and venue.
After the training
was conducted.
Secure the
Training Materials, rNeZJIerZZ 1 hours CGWS URA I
Attendance sheet
and Evaluation
Form.
TOTAL 5 hours
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COMMUNITY HEALTH AND DEVELOPMENT
PROGRAM
EXTERNAL SERVICES
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1. REQUEST TO BE ASSESSED AS A POSSIBLE COMMUNITY
PARTNER AND COMMON SITE FOR RURAL COMMUNITY
SERVICE-LEARNING COURSES

This service allows Local Government Units or Non-Government Organizations
or People’s Organizations to request the University for an opportunity to be
evaluated for the possibility of being community partners for the establishment of
a Community-Based Health Program that will also serve as the common site for
all the service-learning academic courses of all the academic partners of the UP
Manila CHDP.

A request is considered simple if the government unit/s or non-government unit/s that
is asking to be assessed are under a single office or official

UP Manila Community Health and Development

Office or Division
Program

Classification

Simple

G2G — Government to Government or Government to
Non-Government Organization or Government to
People’s Organization

Type of Transaction

Local Government Units or Non-Government

Who may Avail Organizations or People’s Organizations

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Letter of Request Variable (depends on the office that is in-
charge)
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submits a 1.1 Receives the Variable 2 days from UPM CHDP
formal letter formal letter of (depends | the handover Director
indicating interest | request on the from the
in engaging UP delivery courier
Manila, through fe‘;"f the
the UP CHDP, in Sourion)
a Community-
Based Partnership
Program
1.2 Schedules a
1 k fi
meeting with the None th;v feeceirct)rcr)]f UPM CHDP
LGU or NGO or P Director
PO the letter
2. Meets with the 2. Meets with | Variable Within 2 UPM CHDP
UPM CHDP to the LGU or | (expenses months from Director, Core
discuss the NGO or PO | tobe paid the UPM faculty and
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CLIENT STEPS

AGENCY ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

UP Manila
decision

evaluation criteria
to select the
community partner

after the
completion of
all on-site field
visits. There
are usually 3-4
communities
that will be
visited,
evaluated and
to choose
from.

philosophy of to discuss by the CHDP’s Community
the the ‘;)'f?;r'?:é’ receipt of the Organizers
partnership paﬁqership, ezl:?;)nf;t,
and resources details of food and
needed for the the venue for
day-to-day partnership the
operations of and meeting)
the partnership resources
program needed for
the day-to-
day
operations
of the
partnership
program
3. Hosts an 3. Conducts an Variable Within 4 UPM CHDP
on-site visit on-site visit to (expenses months from Director, Core
of UPM discuss the to be paid the initial Faculty, Unit
CHDP potential - Cliz}r']t”:ﬁa meeting as | Focal Persons
faculty & partnership bofortra |  described | to the CHDP,
staff Wfl;[.h.h?al;[]h ith materials, above Unit Faculty
leaders and quggq Zn ' Community
community venue for Organizers
members the
meeting,
tokens of
appreciatio
n and
transportat
ion)
4. Waits for the 4.1 Uses the None Within 1 month | UP Manila

Chancellor and
Vice
Chancellors

UPM CHDP
Director
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FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
4.2 Recommends None Within 1 week UPM CHDP
the selected after a site has Director
partner to the UP been chosen
Manila Chancellor by the UPM
and Vice CHDP
Chancellors
5.a. If selected as | 5.a Informs the None Within 1 week UPM CHDP
the community selected after the Director
partner: Receives | community partner decision on
a formal letter through a formal which
indicating letter community will
selection as be the partner
community partner for the multi-
and common site year .
for service- partnership
learning courses program
in rural community
health and
development
5.b. If not selected | 5.b Informs the None Within 1 week UPM CHDP
as the community | communities that after the Director
partner: Receives | they were not decision on
a formal letter ?c?:rer\(:Ieli’:terough a which
which regretfully community will
informs the be the partner
community that for the multi-
they were not year .
selected as the pat;t:er;s:]lp
community partner Prog
and common site
for service-
learning courses
in rural community
health and
development
7 months, 3
TOTAL | Variable | weeks and 2
days




2. COMMUNITY-UNIVERSITY ENGAGEMENT FOR COMMUNITY
DEVELOPMENT AND A COMMON SITE FOR SERVICE-LEARNING
COURSES

This service allows Local Government Units or Non-Government Organizations or
People’s Organizations to be engaged in a Community-University Partnership
Program that will benefit both parties. The community will hopefully attain a stronger
health system, socio-cultural-economic development and improved heath indicators.
The university will hopefully achieve the objectives of the service-learning courses to

be deployed in the community.

Office or Division

Classification

Type of Transaction

Who may Avail

Program

UP Manila Community Health and Development

Simple

G2G — Government to Government or Government to
Non-Government Organization or Government to
People’s Organization

Local Government Units or Non-Government
Organizations or People’s Organizations

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.Notarized Memorandum of

Agreement (MOA)

Initial draft will be provided by the UPM
CHDP. All parties involved in the
partnership program will be involved in
formulating the final version of the MOA

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Meets with the 1. Meets with the Variable | Initial meeting UPM CHDP
UPM CHDP selected will be within 1 | Director, Core
several times to community (expenses | month from Faculty, Unit
discuss the details | several times to to be paid . Focal Persons
of the multi-year discuss the details by the the receipt of
X . i the formal to the CHDP,
partnership of the multi-year clientmay Unit Facul
- : : : be for the | communicatio nit Faculty
including topics partnership :

. . . materials, : Staff and
such as but not including topics supplies, | that client c "
limited to the such as but not food and | Was chosen as ommunity
MOA, resources | limited to the venue for | the community Organizers
needed (human & | MOA, resources the partner and
material) and needed (human & | meetings) .

. : common site.
details and material) and
mechanics for the | details and _
co-creation of the | mechanics for the Serles Of_
plans for the co-creation of the meetings will
partnership plans for the
program
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FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
partnership be for 2
program months
2. Co-Hosts with 2. Co-Hosts with Variable Orientation UPM CHDP
the UP CHDP the LGU or NGO sessions and Director, Core
numerous or PO numerous (expenses introductory Faculty, Unit
orlen_tatlon orlen.tatlon to be paid meetings wil Focal Persons
sessions and sessions and by the to the CHDP
: : client may be held for 4 ’
introductory introductory Unit F It
: : : : be for the months nit Faculty
meetings with meetings with :

. : ) , materials, Staff and
various officers, various officers, supplies c i
stakeholders and stakeholders and food ané Omm.unl y
sectors at the sectors at the venue for Organizers
level of the level of the the
province, province, meetings)
municipality and municipality and
barangay barangay
3.1 Commentson | 3.1 Formulates None 1 week
the draft of the initial draft of the
MOA MOA
3.2 Revises the 3.2 Revises the None 1 month
draft to draft to
incorporate all the | incorporate all the
comments and comments and
suggestions suggestions
3.3 Circulates the | 3.3 Circulates the None 1 month
final draft to all final draft to all
stakeholders from | stakeholders from | (dependson
the community for | the university for transthe .

. . portation
signature signature expenses
and other
expenses to
be incurred)
3.4 Sends the final | 3.4 Waits for the Variable 1 week
version of the Notarized copy of
MOA to a Notary the MOA (depending
Public for O”Otfhti (‘;ee
Notarization Notary
Public)
3.5 Distributes 3.5 Distributes Variable 1 week
copies of the copies of the
notarized MOA to | notarized MOA to (depends on

all offices in the
community that
must have a copy

all offices in the
university that
must have a copy

the
transportation
expenses
and other
expenses to
be incurred)
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FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
4. Jointly 4. Jointly Variable 5 years UPM CHDP
implements and implements and Director, Core
monitors the monitors the (to include all Faculty, Unit
program with UP program with the ‘P;E.‘:anif:{g Focal Persons
through shared . that will be to the CHDP
decision-making, | Community shouldered Unit Faculty
sharing of through shared e nit Faculty
resources and decision-making, agreed ugon Cits]fr;iziy
shared sharing of during the )
accountability. resources and edsorosof Organizers
This is at the level shared meetings and
of the Province, accountability uiiﬁ%ff:g
the Municipalities . ) every stage
and the Guided by the of the
Barangays for the | PHC Approachin | 299
LGUs. Also all its decisions on)
includes the and actions.
Health Office,
Rural Health Unit
(RHU), other
Government
Offices, NGOs,
POs and other
Community-Based
Organizations. All
these sectors and
stakeholders
participate in all
the stages of the
program.
5. Collaborates 5. Facilitates the Variable | Last6 months UPM CHDP
with the contracting of an of the Director, Core
evaluators for the | external evaluator (et)xpenzei to partnership Faculty, Unit
assessmentofthe | for the tho elant may program Focal Persons
partnership assessment of the be for to the CHDP,
program parinership Unit Faculty
e, Staff and
food and Communlty
e Organizers
activities)
5 years, 9

TOTAL

Variable

months and 3

weeks
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3. REQUEST TO BE ASSESSED AS A POSSIBLE ACADEMIC
PARTNER OF THE UP MANILA CHDP

This service allows Academic Units (College or School or Department or Division or
Committee) to request the UP Manila CHDP for an opportunity to be evaluated for the
possibility of being an academic partner that will deploy service-learning courses within
the Community-University Community-Based Partnership Program

Office or Division

Classification

Type of Transaction

Who may Avail

Program

UP Manila Community Health and Development

Simple

G2G — Government to Government

College of School or Department or Division or
Committee

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.Course Syllabus to include Course
Objectives, Activities, Schedule of
Deployment and Number of Students to

From the Course Coordinator

be deployed
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
Submits a formal | Receives the None 2 days UPM CHDP
letter indicating formal letter Director
interest in indicating interest
engaging the UP | from an academic
CHDP through unit (college or
one of its courses | school or
(undergraduate or | department or
graduate or division or
residency) committee)
Meets with the Meets with the None Within 2 UPM CHDP
UPM CHDP to college or weeks from Director, Core
discuss the department or unit the receipt of Faculty and
objectives and orclass the letter Community
activities of the representatives Organizers
course
Waits for the UPM | UPM CHDP None Within 2 UPM CHDP
CHDP decision evaluates the weeks from Director, Core
proposal based on the meeting Faculty and
the following Community
parameters: Organizers

*Is the unit and the
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CLIENT STEPS

AGENCY ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

course guided by the
principles of the PHC
Approach?

*Can the course
objectives and
activities contribute to
the on-going
partnership program
towards the intended
outcomes and
impact?

*|s the course flexible
in terms of
requirements and
timelines?

Units that also use
the PHC
Approach and will
show the potential
to assist the
community and
are flexible with
their requirements
will be accepted
into the UPM
CHDP.

In addition, units
that propose to
regularly send
rotators for the
entire year
(examples:
medical interns &
residents of
Family &
Community
Medicine) will be
evaluated using
an additional
parameter:

49



FEESTO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

CLIENT STEPS AGENCY ACTION

*Will the course
require each group to
start and complete a
group project and/or a
group research during
each groups’ rotation?
If the unit will insist on
this requirement, the
UPM CHDP will
inform the unit that its
course cannot be a
part of the UPM

CHDP
Receives and Informs the None 2 days UPM CHDP
acknowledges the | college or Director
decision of the department or
UPM CHDP school of the

decision

TOTAL| None | 4Weeksand
4 days

4. DEPLOYMENT OF LEARNERS FOR A RURAL COMMUNITY-
BASED SERVICE-LEARNING COURSE WITHIN THE COMMUNITY-
UNIVERSITY PARTNERSHIP PROGRAM

This service allows Academic Units (College or School or Department or Division or
Committee) to deploy service-learning courses within the Community-University
Community-Based Partnership Program for the benefit of both the community and the
university

UP Manila Community Health and Development
Program

Office or Division

Classification Simple

Type of Transaction G2G — Government to Government

College of School or Department or Division or

Who may Avail Committee

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1.Course Syllabus to include Course
Objectives, Activities, Schedule of
Deployment and Number of Students to
be deployed

From the Course Coordinator
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FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
If accepted into Works with the Variable Variable UPM CHDP
: i Director, Core
the UPM CHDP: community and toindude | (gepends on the II: ’ '
the college or all the remaining period CaCU 4 a:
Works w!th the department or rs:ji?:rt:;t of the current Oomm.um y
community and school for the s that will be partnership rganizers
the UPM CHDP implementation of | shouldered program)
for the the service- acagzmic
implementation of | learning course. units as
the service- Jointly implements agreed
. . upon during
learning course. and monitors the the
Jointly implements | community-based | aforementio
and monitors the | partnership gf?nn;;?rt:gg
community-based | program with the and as
partnership community and ungrg‘jgng
program with the the college or every stage
community and department or of the
the UPM CHDP | school through et
through shared shared decision- learning
decision-making, | making, sharing of imr‘;gr‘r::tat
sharing of resources and ion)
resources and shared
shared accountability.
accountability. Guided by the
Guided by the PHC Approachin
PHC Approachin | all its decisions
all its decisions and actions.
and actions.
Participates inthe | Evaluates Variable For 3 days UPM CHDP
evaluation annually the (expenses annually Director, Core
involvement of the | - A Paid Faculty and
service-learning by the Community
course in the UPM dco”er?e °rt Organizers
CHDP and in the eparmen
or school
community-based | may be for
partnership assessment
materials,
program supplies,
equipment,
food and
venue for
the
evaluation

activities)
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CLIENT STEPS AGENCY ACTION e PERSON

BE PAID TIME RESPONSIBLE
TOTAL | Variable Variable
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HUMAN RESOURCE DEVELOPMENT OFFICE
EXTERNAL SERVICES
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1908 4

1. Issuance of Certificate of Employment (For Separated

Employees/Inactive Personnel) (Online)
This outlines the process of the issuance of a Certificate of Employment for
separated employees or inactive personnel

Office or

. Human Resource Development Office (HRDO)
Division

Classification Simple

Type of

. Government-to-Citizen (G2C)
Transaction

WLTNGEVRANETM Separated/Inactive Employees

WHERE TO SECURE
Anywhere applicable

CHECKLIST OF REQUIREMENTS
1. Valid Government-issued Identification card

CLIENT FEES TO BE PROCESSING PERSON
STEPS SEPENE sl PAID TIME RESPONSIBLE
1. Request a 1.1. Evaluates and
copy of the processes the
Certificate of | request. Type
Employment details of
via email information in the : .
(upm-hrdo@u | certificate, prints, P1%£0 per 3 minutes Sinslgirsgﬁ'f ©
p.edu.ph) and initials, and by
send the document
to the Legal Office
and return it to the
HRDO.
1.2. Signs COE None 2 minutes I-_IRDO
Director
2. Update the | 2. Notifies the
database and | employee through , Senior Office
receive COE | email. Releases None 10 minutes Assistant
at HRDO COE.
TOTAL | P10.00/copy 15 minutes




1908 4

2. Issuance of Service Record for inactive employees (Online
E-mail: upm-hrdo@up.edu.ph -personal purposes):
This type of service allows inactive employees to obtain Service Records (SR) for

personal purposes.
Office or Division

Classification

Human Resource Development Office (HRDO)
Simple

Government-to-Government (G2G)

Active employees

Type of Transaction
Who may Avail

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Attached the official receipt to

the email Cash Office
FEES TO BE | PROCESSI PERSON
CLIENT STEPS AGENCY ACTION PAID NG TIME RESPONSIBLE
1. Secure and pay
the processing Cash
fee at the Cash Office
Office. After £10.00 Located at
payme.n.t, attach None 15 minutes Juaquin
the official Per copy Gonzales
receipt to your -
request Building P.
submitted thru Faura
e-mail.
2. Send an email 2.1. Monitors
to HRDO e-mail request,
stating the Create, Update,
specific and Print Service
purpose of the | Record Request Senior Office
request and the | for signature of Aide/
number of Administrative None 2 days Admini .

. . . ministrative
physical copies | Officer V Officer V
needed. Attach
the e-copy of
the official
receipt to the
email.

3.1. Send email
3. Employees will | notification to the Senior Office
receive client. . Aide/
notification via None 5 minutes Administrative
email. Officer V
4. Signs HRDO 4.1. Will assist the None 5 minutes | Senior Office
Logbook and employees. Aide/
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FEES TOBE PROCESSI PERSON

CLIENT STEPS AGENCY ACTION

PAID NG TIME RESPONSIBLE
receives Administrative
Service Record Officer V

2 days
TOTAL None and 35
mins
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1908 4

1. Issuance of Certificate of Employment (Request Online thru
PUSO)

This type of service will enable the employees to obtain their Certificate of
Employment (COE) for various purposes, such as travel abroad, job or loan
applications, or whatever legal purpose it may serve

Office or Division Human Resource Development Office (HRDO)

Classification Simple
Type of Transaction Government-to-Government (G2G)

Who may Avail Active Employees

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
. Request via
1. Active PUSO account upm-ims-pusobulsa-support-list@up.edu.ph
FEES TO BE PROCESSI PERSON
CLIENT STEPS AGENCY ACTION PAID NG TIME RESPONSIBLE
1. Logs in to 1. Open the
https://puso.up.ed [ PUSO account
u.ph/home and P10.00 if the
submits arequest | 1.1. Evaluates DUIPOS8 IS
through the and processes the FNo | 13 minut Senior Office
Request New request. Types | POrSONal NO | S MINUIES | pqgistant
Document details of ne_ed t_o_pay
module. information in the if official
certificate, prints,
and initials
1.2. Signs COE None 2 minutes Ig:rzlé:)tcgr
2. Update the 2. Notifies the
database and employee through , Senior Office
receive the COE the PUSO. None 5 minutes Assistant
at HRDO Releases COE.
P10.00/copy
if for 20
TOTAL personal minutes
purposes
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1908 4

2. Issuance of Certificate of Employment with Compensation

(Request Online thru PUSO)

This type of service will enable the employees to obtain their Certificate of
Employment with Compensation (CEC) for various purposes such as travel abroad

or loan applications

Office or Division
Classification

Type of Transaction

Who may Avail

Human Resource Development Office (HRDO)

Simple

Government-to-Government (G2G)

Active Employees

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Active PUSO account

Request via

upm-ims-pusobulsa-support-list@up.edu.ph

CLIENT STEPS

AGENCY ACTION

FEES TO BE

PAID

PROCESSI
NG TIME

PERSON
RESPONSIBLE

1. Logs in to
https://puso.up.ed
u.ph/home and
submits a request
through the

1. Open PUSO
account

1.1. Evaluates
and processes the

purposes

Request New request. Type P10.00 if the
Document details of purpose is . .
module. information in the | personal; No | 18 minutes Si\nlo.r ?fﬂtce
certificate, prints need to pay ssistan
and initials, and if official
send the
document to the
Accounting Office,
then return it to
the HRDO.
1.2. Signs CEC None 2 minutes HRDO
Director
2. Update the 2. Notifies the
database and employee through . Senior Office
receive CECat | the PUSO. None | 10minutes | = sistant
HRDO Releases CEC.
P10.00/copy
TOTAL if for . 30
personal minutes
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1908 4

3. Issuance of Certificate of No Pending Case (Request Online thru

PUSO)

This type of service will enable the employees to obtain their Certificate of No

Pending

Office or Division

Classification

Type of Transaction
Who may Avail

Case (CNPC) for various purposes

Human Resource Development Office

Simple

Government-to-Government (G2G)

Active Employees

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Active PUSO account

Request via

upm-ims-pusobulsa-support-list@up.edu.ph

CLIENT STEPS

AGENCY ACTION

FEES TO BE

PROCESSI

PERSON

PAID

NG TIME

RESPONSIBLE

1. Logsinto 1.1. Open PUSO P10.00 if the
https://puso.up.ed | account purpose is Senior Off
u.ph/home and personal; No | 3 minutes enior Hice
submits a request need to pay Assistant
through the if official
Request New 1.2. Evaluates
Document and processes the
module. request. Type
details of
information in the
certificate, prints None 15 minutes Senior Office
and initials, and Assistant
send the
document to the
Legal Office and
return it to the
HRDO.
1.3. Signs CNPC . Chief, Legal
None 2 minutes Office
2. Update the 2. Notifies the
database and employee through None 10 minutes Senior Office
receive CNPC at the PUSO. Assistant
HRDO Releases CNPC.

TOTAL

P10.00/copy
if for
personal
purposes

30
minutes
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1908 4

4. Issuance of Service Record for active employees (Online
PUSO-official purposes):
This type of service allows active employees to obtain Service Records (SR) for
official purposes (e.g. GSIS, Pag-Ibig, Official travel, etc.)
Office or Division Human Resource Development Office (HRDO)
Classification Simple
Type of Transaction Government-to-Government (G2G)

Who may Avail Active employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
None None
FEES TO PROCESSI PERSON
CLIENT STEPS ~ AGENCYACTION  gepaAp  NGTIME =~ RESPONSIBLE
1. Logsinto 1. Log-in to
https://puso.up.ed | PUSO
u.ph with Admin, (https://puso.up.e
Faculty, REPS du.ph/)
access, opens the Senior Office
Document Aide/
Requests Module, None 10 minutes . .
and selects Admlqlstratlve
“Process Officer V
Document
Requests” to
submit the
request.
2. Click “Create New | 2. Monitors
Document PUSO worklist
Request.” Fill out under HRDO
the following: Processor
- Select Document | access, Create,
Request Type Update, and Print
- Select Main Service Record
Request Request for Senior Office
Purpose signature of Aide/
- Enter description | Administrative None 2 days Administrati
for other types Officer V m|q|s rative
- Number of Officer V
Physical Copies
- Google Drive
Link for
Supporting Docs
(uploading of
official receipt
applicable for
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1908

FEESTO PROCESS PERSON
CLIENT STEPS ~ AGENCYACTION  pepaAp  NGTIME =~ RESPONSIBLE

personal request
only)
- Input remarks, if
any.
3. Send email
3. Employees will notification to the Senior Office
receive client. None 5 minutes Aide/
notification via Administrative
email. Officer V
4. Signs HRDO 4. Will assist the 5 minutes | Senior Office
Logbook and employees. Aide/

. . None . .
receives Service Administrative
Record Officer V

2 days
TOTAL None and 30
mins
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Office or Division
Classification

Type of Transaction
Who may Avail

. Bank loan, Car loan, etc.)

1908 4

5. Issuance of Service Record for active employees (Online

PUSO-personal purposes):

This type of service allows active employees to obtain Service Records (SR) for
personal purposes (e.g

Human Resource Development Office (HRDO)

Simple

Government-to-Government (G2G)

Active employees

CHECKLIST OF REQUIREMENTS

Attached official receipt via

WHERE TO SECURE

Record Request
for signature of

PUSO Cash Office
AGENCY FEES TO BE | PROCESSI PERSON
SHIERNT R ACTION PAID NG TIME  RESPONSIBLE
. Secure and pay
the processing Cash
fee at the Cash Office
Office. After £10.00 Located at
payment, attach None 15 minutes Juaquin
the official receipt Per copy Gonzales
to your request Building P.
submitted via Faura
PUSO.
. Logsinto 2.1.Log-in to
https://puso.up.ed | PUSO
u.ph with Admin, | (https://puso.up.
Faculty, and edu.ph/)
REPS access,
opens the Senior Office
Document . Aide/
Requests None 10 minutes Administrative
Module, and Officer V
selects “Process
Document
Requests” to
submit the
request.
. Click “Create 3.1 Monitors
New Document PUSO worklist
Request.” Fill out under HRDO Senior Office
the following: Processor Aide/
- Select access, Create, None 2 days Administrati
Document Update, and m|r.1|s rative
Request Type Print Service Officer V
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CLIENT STEPS

- Select Main
Request
Purpose

- Enter
description for
other types

- Number of
Physical Copies

- Google Drive
Link for
Supporting
Docs (uploading
of official receipt
applicable for
personal
request only)

- Input remarks, if
any.

AGENCY
ACTION

Administrative
Officer V

FEES TO BE
PAID

PROCESSI

NG TIME

1908 4

PERSON
RESPONSIBLE

4. Employees will

4 1. Send email
notification to

Senior Office

receive the client. . Aide/
notification via None S minutes Administrative
email. Officer V

5. Signs HRDO 5.1. Will assist 5 minutes | Senior Office
Logbook and the employees. Aide/

. . None . .
receives Service Administrative
Record Officer V

2 days
TOTAL None and 35
mins
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6. Change of Official Time
This type of service allows the employee to change their official time according to the
demands of work (exigency of the service) or for other reasons, such as personal.

Office or Division Human Resource Development Office

Classification Simple

Type of Transaction Government-to-Government (G2G)

Who may Avail Regular Employees

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Application form (1 copy) Form is downloadable from the HRDO
website (http://hrdo.upm.edu.ph)

CLIENT STEPS AGENCY FEES TO | PROCESSING PERSON
ACTION BE PAID TIME RESPONSIBLE
1. Submitsaduly | 1.1 Receives None 30 seconds Administrative
accomplished application Assistant |
Application form
to HRDO 1.2 Evaluates None 5 minutes Administrative
and initials Assistant |
1.3 None 1 minute HRDO Director
Endorses/Signs
application
1.4 Forwards to None 30 seconds Administrative
the Office of the Assistant |
Vice Chancellor
for
Administration
(ADMIN) / Office
of the Vice
Chancellor for
Research and
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Extension

(REPS)
1.5 Signs the None 1 minute Vice Chancellor
application form for
Administration
and Finance /
Vice Chancellor
for Research
and Extension
1.6 Forwards to None 30 seconds Executive
the HRDO Assistant
1.7 Receives None 30 seconds Administrative
approved/signed Assistant |
application
1.8 Scanned and None 1 minute Administrative
Issues Assistant |
approved/signed
application
2. Received None
the signed/
approved
application
form
TOTAL 10 minutes
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7. Rendition of Overtime Services

This type of service allows employees to render service beyond their regular work
schedule due to exigencies of the service and/or to accomplish work that cannot be
done within regular office hours.

Office or Division Human Resource Development Office

Classification Simple

Type of Transaction Government-to-Government (G2G)

Who may Avail Regular Employees

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Application form (1 copy) Form is downloadable from the HRDO
website (http://hrdo.upm.edu.ph)

CLIENT STEPS AGENCY FEESTO PROCESSING PERSON
ACTION BE PAID TIME RESPONSIBLE
1. Submits duly 1.1 Receives None 30 seconds Administrative
accomplished application Assistant |
Application form
to HRDO
1.2 Evaluates None 7 minutes Administrative
and initials Assistant |
1.3 None 1 minute HRDO Director
Endorses/Signs
application
1.4 Forwards to None 30 seconds Administrative
the Office of the Assistant |
Vice Chancellor
for
Administration
(ADMIN) / Office
ot the Vice
Chancellor for
Research and
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Extension

(REPS)
1.5 Signs the None 1 minute Vice Chancellor
application form for
Administration
and Finance /
Vice Chancellor
for Research
and Extension
1.6 Forwards to None 30 seconds Executive
the HRDO Assistant
1.7 Receives None 30 seconds Administrative
approved/signed Assistant |
application
1.8 Scanned None 1 minute Administrative
and Issues Assistant |
approved/signed
application
2. Received None
the
signed/
approved
application
form
TOTAL 12 minutes
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This type of service will enable employees to avail for financial assistance not
exceeding P100,000.00 per year for hospitalization expenses during confinement,
outpatient surgery, and outpatient treatment.

Office or Division Human Resource Development Office

Classification Complex

Type of Transaction Government-to-Government (G2G)

Who may Avail

a.

Regular permanent faculty members, full-time or
part-time

Full-time faculty members who are not tenured,
provided they have rendered at least one (1) year
of continuous service in the University

Permanent REPS and administrative staff

. UP contractual and casuals (including faculty,

REPS, and administrative staff) who have
rendered at least one year of continuous service
to the University, have an employer-employee
relation with the University, and whose salaries
are paid out of the Personnel Services (PS)
allocations to UP in the General Appropriations
Act (GAA)

UP contractual and casuals (including faculty,
REPS, and administrative staff who have
rendered at least one year of continuous service
to the University, have employer-employee
relations with the University, and whose salaries
are charged against the Revolving Fund (RF)/
Trust Fund (TF).

International Faculty as defined and approved by
the BOR in its 1392nd Meeting

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

2. Application for Reimbursement
Form (1 copy)

Form is downloadable from the HRDO
website (http://hrdo.upm.edu.ph)

3. Original Medical Certificate (1
copy)

Employee’s attending physician
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE

4. Summary statement of accounts Applicant’s copy
showing Philhealth and other health
insurance deductions

5. Original Official Receipts for Applicant’s copy
Hospital Bill

6. Original Official Receipt for

Medicines/Laboratory Tests Applicant's copy

7. Surgical Technique (for surgical

cases) Applicant’s copy

8. Discharge Order/Copy of Going

Home Instructions, if any Applicant's copy

9. ltemized Breakdown of Expenses Form is downloadable from the HRDO
website (http://hrdo.upm.edu.ph)

FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

i i 1.1 Checks the
1. Submit a duly Administrative

filled Application completeness and . _
form with complete | accuracy of data and NONE 10 minutes | Assistant Ii
attachments. attachments.

1.2 Certifies that the
employee is qualified
for .the .clalm and NONE
maintains a record of
the employee’s
hospitalization.

1.3 Endorse request

. Administrative
5 working days | Assistant Il

to the eHOPE Administrative

Committees for Assistant Il,

evaluation and 30 working eHOPE
A NONE

signing of the days Committees,

Referendum Sheet, Chancellor

and await approval
from the Chancellor
1.4 Secures a copy of
the approval and Administrative
forwards documents NONE 10 minutes Assistant ||

to the College/Unit for
voucher preparation.

35 working
TOTAL days and 20
minutes
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This type of service will enable the employees to have limited practice of profession,
manage outside enterprises, or have outside consultancy with prior approval from
the Chancellor

Office or Division

Classification

Type of Transaction

Who may Avail

Human Resource Development Office

simple

Government-to-Government (G2G)

Employee

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

None

None

CLIENT STEPS

AGENCY ACTION

FEES TO PROCESSING

BE PAID

TIME

PERSON
RESPONSIBLE

1. Submit a
duly filled
Applicatio
n form
with
complete
details

1.1. Receives the

Administrative

application NONE 2 minutes Aide VI

Administrative
1.2. Evaluates NONE 2 minutes Aide VI
request
1.3 Provides HRDO NONE 1 minute HRDO Director
clearance

Vice
Chancellor for
1.4 Endorses NONE 2 days Administration/
request Academic
Affairs

1.5 Approves/Acts
on
the request (Note:
Employee shall
receive notification NONE 2 days Chancellor

that request has
been
approved/acted
upon)

4l




CLIENT STEPS

AGENCY ACTION [EESTO PROCESSING

PERSON
BE PAID TIME RESPONSIBLE
2. Received None

the signed/
approved
application
form

TOTAL| NONE 4days &3

minutes
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10. Application for Reduced Fees

This type of service will enable the employees and their dependents to avail of free
or discounted tuition fees if enrolling in the University.

Office or Division

Classification

Type of Transaction

Who may Avail

Human Resource Development Office

simple

Government-to-Government (G2G)

a. All full-time personnel, permanent, temporary, regular
incumbents, or substitutes, casual or contractual
personnel, including project personnel, regardless of the
source of funds for their salaries as long as the funds
belong to the regular budget of the University or are
institutional grants to the University whose appointments
issued by the University are at least coextensive with
the semester or term.

b. All part-time personnel, permanent, temporary,
regular incumbents, or substitutes with at least one (1)
year of continuous service.

c. All clinical faculty, full-time faculty shall be entitled to
100% waiver of tuition and miscellaneous fees.

d. Part-time faculty with at least one (1) year of
continuous service shall likewise be entitled to 100%
waiver of tuition. If the regular part-time employee has
less than one (1) year of service, the privilege shall be
50% waiver on tuition and miscellaneous fees. These
privileges, however, do not extend to their spouses and
dependents.

e. Non-earning dependents of regular full-time
personnel, permanent and temporary (with 5 years
aggregate service in UP)

f. Non-earning dependents of regular part-time
personnel, permanent, and temporary (with 5 years
aggregate service in UP), 50% discount on tuition and
miscellaneous fees.
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g. Non-earning dependents of UP personnel who retire
upon reaching
the compulsory retirement age or;

-who are at the time of death or disability are deemed
retireable under university rules, shall continue to be
entitled to the privilege

-if any non-earning dependent is already enrolled in any
UP college at the time of the personnel's retirement,
death or disability, the dependent shall be entitled to the
privileges until he/she finishes the degree in progress
-if any non-earning dependent is not enrolled in a UP
college at the time of the personnel's retirement, death
or disability of the employee, then the dependent shall
be entitled to the privileges if and when the dependent
earns admission into the University until he/she is able
to finish his/her first undergraduate UP degree.

-if an UP employee avails of the optional retirement (or
dies or incurs permanent disability while in the service
after having served UP in aggregate of at least ten (10)
years then his/her non-earning dependent shall continue
to enjoy the privileges until the degree in progress is
completed.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Application for the privilege to study at Form is downloadable from the HRDO
reduced fees form (HRDO Form C-1) Website (http://hrdo.upm.edu.ph)

Birth Certificate/Marriage Contract of
dependents, Copy of UP Admissions

(for new applicants) Applicant's copy

Proof of enrolment Applicant’s copy

Copy of grades (for renewal) Applicant’s copy

Revised work schedule (for

non-teaching staff whose class is within
the official work schedule), subject to Applicant’s copy
University rules and guidelines
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For more than 18 units of academic
load, should be accompanied by a
letter of request for waiver and
justification for exemption from the rule | Applicant’s copy
on maximum load with an endorsement
from the Department Chair and Dean.

FEESTO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

CLIENT STEPS AGENCY ACTION

1 Submits duly
accomplished
application form 1.1 Receives

and requirements | application Administrative

to HRDO with NONE 1 minute Aide VI
recommendation
from Chair and
Dean/Unit Head
1.2 Evaluates Administrative
request and NONE 2 minutes Aide VI
initials
1.3 _Sigqs NONE 1 minute HRDO Director
application

1.4 Issues signed
u 19 Administrative

application . _

Endorsement NONE 1 minute Aide VI

1.5 Forward to

OVCAA/OVCAF/OV

CRE the signed OVCAA/OVCA
NONE 2 days F/OVCRE

Application for
approval




o
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FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

2. Received 2.1 Secures a copy
the of the approval and
signed/ forwards
approved documents to the NONE 1 day College/Unit
application | College/Unit
form
TOTAL| NONE fn?:xtseg
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11. Request for Special Detail, Study Leave etc.(official)/ vacation
(personal) and Preparation of Travel Authority (TA)

This type of service will enable the employees to go on travel abroad for official (special
detail, study leave, etc.) and/or personal (vacation)purposes.

Office or Division Human Resource Development Office

Classification complex

Type of Transaction Government-to-Government (G2G)

Regular and Non-regular Employee (with Employer and
Who may Avail Employee Relationship)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Copy of the invitation, if the travel is

official
The invitation will come from the host

Approved application for leave (Form agency. Fellowship Agreement and Surety

6), if the travel is personal Agreement shall emanate from the
college/unit. Application for Leave and
University Clearance are downloadable

Additional requirements for official from the HRDO website

travel of 30 days and more duration: (http://hrdo.upm.edu.ph)

University Clearance, Notarized

Fellowship Agreement and Notarized

Surety Agreement

FEESTO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

CLIENT STEPS AGENCY ACTION

1. Submit a 1.1 Receives the
duly filed | application request
Applicatio HR Designated
n form NONE 2 minutes Staff
with
complete
details and
attachmen
ts.
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CLIENT STEPS

2. Receives
Travel
Authority.

AGENCY ACTION

2.1 Evaluates the
request.

Types and prints
TA

FEESTO PROCESSING

BE PAID

NONE

TIME

5 minutes

1908 4

PERSON
RESPONSIBLE

HR Designated
Staff

2.2 Forwards the TA
to the Office of the
Vice Chancellor for
Administration(OV
CA)/Academic
Affairs (OVCAA )for
initials and
Endorsement.
(Note1:
OVCA/OVCAA will
forward TA to the
Chancellor for
approval and
signature).

(Note 2:
OVCA/OVCAA
shall endorse the
online request to
be approved by
the

Chancellor).

(Note 3:Employees
shall receive the
signed travel
authority).

NONE

30 seconds

HR Designated
Staff

2.3 Receives
signed Travel
Authority from the
Office of the
Chancellor

NONE

30 seconds

HR Designated
Staff

2.4 Releases Travel
Authority

NONE

30 seconds

HR Designated
Staff

TOTAL

NONE

9 minutes
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12. Application for Study Leave and Special Detail

This type of service will enable employees to avail study leave and special detail for
a period of time.

Office or Division Human Resource Development Office

Classification complex

Type of Transaction Government-to-Government (G2G)

Regular and Non-regular Employee (with Employer and
Who may Avail Employee Relationship)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Form is downloadable from the HRDO
Letter Request form website (http://hrdo.upm.edu.ph)

Invitation Letter/ Acceptance of the
Program/ Official Proof of Enroliment Applicant’s copy

University Clearance (if 30 days and
above) Applicant’s copy

Notarized Fellowship Agreement (if
30 days and above) Applicant’s copy

Notarized Suretyship Agreement (if
30 days and above) Applicant’s copy

FEESTO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIVE RESPONSIBLE

1 Submits duly
accomplished 1.1 Checks
application form completeness
and requirements | and the accuracy of NONE
to HRDO with data and
recommendation | attachments.
from Chair and
Dean/Unit Head

HR Designated
10 minutes Staff
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FEESTO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIVE RESPONSIBLE

1.2 Certifies that
er_nployee is . HR Designated
eligible for study NONE 5 minutes Staff
leave/ special
detail

1.3 Endorse
request

to the RPFC (for HR Desianated
REPS), HRDC , esignate
(Admin) and NONE 2 minutes Staff
HRD Evaluation

(for Faculty)

1.4 Preparation of
Memorandum .
for Study Leave and HR Designated

Special Detail. NONE 3 minutes Staff

1.5 Secures copy of
the approval and

forwards .
documents to HR Designated

College/Unit for NONE 2 minutes Staff

voucher
preparation.

TOTAL NONE 22 minutes
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13. Application for Sabbatical

This type of service will enable a faculty member to apply for the purpose of study,
research or some scholarly or creative work, rest, renewal, for a period not
exceeding one year, with full salary.

Office or Division Human Resource Development Office

Classification complex

Type of Transaction Government-to-Government (G2G)

- That the faculty member has served the
University not less than six consecutive years
immediately prior to the sabbatical, at least as
associate professor in the last two years;
Provided, that he shall have been in active
service in the University at least two years before
the Sabbatical: Provided. Further, that any
vacation or sick leave without pay of not more

Who may Avail than five months shall not be considered a break

in the six-year period; Provided, finally, that active

service as used in this particular case shall be
understood to mean actual direct service to the

University, which shall also include special detail.

- That in case shall the sabbatical be granted
within ONE year before the faculty member’s
sixty-fifth birthday.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Form is downloadable from the HRDO
website (http://hrdo.upm.edu.ph)

Letter Request form

Basic Paper for Sabbatical Form is downloadable from the HRDO
website (http://hrdo.upm.edu.ph)

Notarized Sabbatical Return Service

Form is downloadable from the HRDO
Contract

website (http://hrdo.upm.edu.ph)
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FEESTO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIVE RESPONSIBLE

1 Submits duly
accomplished 1.1 Checks
application form completeness ,
and requirements | and the accuracy of |\ ~\e 10 minutes HR Designated
to HRDO with data and Staff
recommendation | attachments.
from Chair and
Dean/Unit Head

1.2 Preparation for , HR Designated
Evaluation Form NONE 5 minutes Staff

1.3 Endorse . HR Designated
request NONE 2 minutes Staff

to the APFC

1.4 Preparation of

Letter of . HR Designated
Endorsement NONE 3 minutes Staff

1.5 Submit

Approved Letter

of Endorsement HR Designated
and forward to NONE 2 minutes Staff
UPVAA for BOR

Approval

1.6 Secures a copy
of the approval and
forwards NONE
documents to

College/Unit files

. HR Designated
2 minutes Staff

TOTAL NONE 24 minutes
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1. Online Assistance to UPM faculty members and students on UPMVLE and ARAL
Learning Management Systems

Office or Division
Classification

Type of Transaction
Who may Avail

CHECKLIST OF R

Interactive Learning Center

Highly Technical

G2C

UP Manila faculty, students, and staff

EQUIREMENTS

WHERE TO SECURE

1. Statement of query/problem with
ARAL/ UPMVLE

2. Screenshot of
applicable

error where

Client supplied

CLIENT STEPS

AGENCY ACTION

FEES

TO BE

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Client may
reach ILC via
ILC’s official
email, and
walk-in.

1.1 ILC staff
receives query and
assess nature of
request. Emailed
request shall be
addressed to the
ILC official email
upm-ilc@up.edu.ph

PAID

none

5 minutes

Admin officer

1.2 if scope of
request/ query is
another office/
unit’s concern,
forwards the email
to the concerned
unit/ office.

2. Client await
response
regarding query

1.3

Admin staff
provides feedback
to client 1-5 days
depending on the
nature and
technical level
needed to satisfy
the query. Staff also
send link to UPM
CSS Form in the
reply email

none

5 working
days

Admin Officer

TOTAL

none

1- 5 working
days
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2. Workshop/ Training

ILC provides training for Moodle and other blended- learning related topics
provided that they satisfy the minimum number of committed attendees.

Office or Division Interactive Learning Center
Classification Highly Technical

Type of Transaction G2C

Who may Avail UP Manila faculty members

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Preferred Date and Time

2. Full Name and UP email
of prospective attendees

3. Subject Matter/ Scope of
topics to be discussed

4. Preferred mode of
workshop/ training
(online/ f2f)

ILC Workshop request link on ILC website

FEES
CLIENT STEPS AGENCY ACTION TOBE

PROCESSING PERSON
TIME RESPONSIBLE

PAID

1.Client visits ILC The admin officer
official website assess the
https://sites.google. | request form
com/up.edu.ph/upm | input and
-ilc/home to access | forwards info to
ILC Workshop Director for
Google Form or approval. If
e”?a."s ILC via request/ INquiry none 15 minutes Admin officer
official email was made via ILC
upm-ilc@up.edu.ph | official email,
for workshop Admin officer then
request replies to email
forwarding the
google form link
for ILC workshop
request.
2. Client awaits for Admin officer
email of awaits for
confirmation approval from the -
director. If none S v;z;l;mg Admin officer
approved, notes
down details of
the proposed
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CLIENT STEPS

AGENCY ACTION

workshop to be
forwarded via
official email to
client.

PROCESSING
TIME

1908

PERSON
RESPONSIBLE

3. Client receives
reply from ILC
regarding details of
the scheduled
workshop.

ILC takes note of
the scheduled
workshop and
sends attendance
sheet to requester
at least 3 days
prior to workshop
as part of
preparation of the
materials to be
used on the
workshop

After workshop,
ILC emails the list
of attendees the
UPMCSS Form

none

5 minutes

Admin Officer

TOTAL

none

5 working
days
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1. REMOTE ICT TECHNICAL ASSISTANCE FOR STUDENTS
This service assists students in the use of ICT services (email, software, and
information systems) administered or handled by the Information Management
Service (IMS). For the list of ICT Services including information systems, visit
https://ims.upm.edu.ph/ict-service.

This service is on a first-come, first-served basis. Service is open from 7:30AM until
3:30PM from Mondays to Fridays.

Office or Division
Classification

Information Management Service
Simple

G2C - Government to Citizen

UP Manila students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

ISKOLAR account OUR
If the concern is about enrolment: Any
form of endorsement from the college
If the concern is about missing past
grades: Certificate/Report of Grade
If the concern is about billing:

- Previous Form 5 and/or any

proof of payment, or
- Electronic official receipt

If the concern is system glitches: If

Type of Transaction
Who may Avail

College

Faculty handling the course

Student

Cash or College

possible, screenshots or screen Student
recordings
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. File a service 1.1 Check the None 30 minutes Administrative
ticket through TUGON ticket. If Officer Il
TUGON.upm.edu. the issue or
ph. Attach or concern is clear Computer
upload the and requirements Programmer ||
requirements. are provided,
process and
resolve the ticket.
Otherwise,
proceed to 1.2.
1.2 Update the None 5 minutes Computer
TUGON ticket for Programmer Il
clarifications and
missing
information.
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FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION

BE PAID TIME RESPONSIBLE
2. Monitor the None None n/a n/a
TUGON ticket for
IMS's updates
and ticket

resolution. Close
the ticket when it
is resolved.

TOTAL 35 minutes
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2. WALK-IN ICT TECHNICAL ASSISTANCE FOR STUDENTS
This service assists students in the use of ICT services (email, software, and
information systems) administered or handled by the Information Management
Service (IMS). For the list of ICT Services including information systems, visit
https://ims.upm.edu.ph/ict-service.

This service is on a first-come, first-served basis. Service is open from 7:30AM until
3:30PM from Mondays to Fridays.

Office or Division Information Management Service
Classification Simple

Type of Transaction G2C - Government to Citizen
Who may Avail UP Manila students

UP Manila ID Student

If the concern is about enrolment: Any
form of endorsement from the college
If the concern is about missing past
grades: Certificate/Report of Grade (for | Faculty handling the course
SHS) or

If the concern is about billing:

College

- Previous Form 5 and/or any Student
proof of payment, or
- Electronic OR Cash or College

If the concern is system glitches: If
possible, screenshots or screen
recordings of errors or issues Student
encountered. These facilitate resolution
of the issues.

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

1. Visit the IMS 1.1 Subject the None 3 hours* Administrative
office student to the Officer IlI

queue system.

Advice them to file Computer

a TUGON ticket. Programmer Il

Upload

screenshots or
screen recordings,
where possible.
1.2 Assign the None 1 minute Administrative
student to a Officer 1l
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CLIENT STEPS

AGENCY ACTION

FEES TO

PROCESSING

PERSON

designated area

BE PAID

TIME

RESPONSIBLE

and staff. Computer
Programmer Il
2. Show their 2.1 Address or None 30 minutes** Administrative
TUGON ticket. resolve the Officer Il
Present the concerns. Resolve
concerns or the TUGON ticket. Computer
issues Programmer I
encountered.
3. Verify whether None n/a n/a n/a
the concerns or
issues were
resolved. Close
the TUGON ticket.
TOTAL 3 hou.rs and
31 minutes

* Inclusive of waiting time, particularly during the enrolliment period.
** Maximum time depending on the number of issues or concerns presented by the student.
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1. ACCOUNT DEACTIVATION OR REMOVAL FOR CLEARANCE AND
OTHER PURPOSES

As part of the University clearance and for other purposes, suspension or deactivation and
removal of user accounts, such as UP email accounts, ADS, ORAS, and TRACKS.

Office or Division Information Management Service
Classification Complex
Type of Transaction G2G - Government to Government

Authorized Human Resources Development Office
(HRDO) representatives

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Official email account (@Qup.edu.ph) to
be used by authorized representative HRDO
of HRDO when sending email to IMS
List of up to 10 names including

information on their units/offices and HRDO
date of exit or transfer.

Who may Avail

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Send an email 1.1 Review and None 1 hour Administrative
request to validate the list Officer Il

ims@post.upm.ed | count and
u.ph using official | completeness of

UP email, submitted

including the information.

required list of

personnel for 1.2 Reply to the None 30 minutes Administrative

account email if there are Officer Il

deactivation/remo | questions or

val. issues identified.
1.3 Process the None 7 days Administrative
request, and Officer I
inform the

requester of the
complete action.
2. Check the None n/a n/a n/a
email for IMS's
response. (If the
response contains
questions or
issues, resubmit
the request based
on IMS's advice.)

TOTAL 7 days
Note: Processing time excludes weekends, holidays, and work suspensions.
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2. CREATION OF UP EMAIL ACCOUNTS FOR FACULTY MEMBERS

AND STAFF

This covers provision of UP email accounts to UP Manila faculty members and staff.

Office or Division
Classification

Type of Transaction

Who may Avail

Information Management Service

Complex

G2G - Government to Government

HRDO authorized staff

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

authorized staff

1. A UP email account for the

HRDO

2. A spreadsheet file that contains
information on the following:

First name, Middle name, Last name,
Employee number/JO ID number,
Active personal email address,
College, Department/Office

HRDO

CLIENT STEPS

AGENCY ACTION

FEES TO

BE PAID

PROCESSING

TIME

PERSON
RESPONSIBLE

email for IMS's

1. Email IMS at 1.1 Evaluate the None 1 day Administrative
ims@post.upm.ed [ request. Arequest Officer IlI
u.ph. Attach a is valid if all the
spreadsheet file required
that contains information is
information on the | provided.
following: 1.2 If the request None 1 hour Administrative
is not valid, reply Officer Il
First name, Middle | to the email of the
name, Last name, | requester.
Employee 1.3 If the request None 5 days Computer
number/JO ID is valid, process it. Programmer ||
number, Active - Contractual
personal email in charge of
address, College, email accounts
Department/Office . :
administration
1.4 Reply to None 30 minutes Administrative
requester's email Officer Il
re complete
provision of
service
2. Check the None n/a n/a n/a



mailto:ims@post.upm.edu.ph
mailto:ims@post.upm.edu.ph

FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

CLIENT STEPS AGENCY ACTION

action to the
request.

TOTAL 6 days

Note: Processing time excludes weekends, holidays, and work suspensions.
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3. CREATION OF UP EMAIL ACCOUNTS FOR STUDENTS

This covers provision of UP email accounts to eligible UP Manila students. Only up to 300
names shall be accommodated per request during enrollment periods.

Office or Division

Classification
Type of Transaction

Who may Avail

Information Management Service

Complex

G2G - Government to Government

Through authorized staff:

- OUR for undergraduate students;

- NGOHS for graduate students; and,
- SHS for students of School of Health Sciences

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

authorized staff

1. A UP email account for the

HRDO

2. A spreadsheet file that contains
information on the following:

First name, Middle name, Last name,
Student Number, Active personal email
address, College Department, College

Requesting Office

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Email IMS at 1.1 Evaluate the None 1 day Administrative
ims@post.upm.ed | request. Arequest Officer Il
u.ph. Attach a is valid if:
spreadsheet file a. The list of
that contains names does not
information on the | exceed 300.
following: b. All the required
information is
First name, Middle | provided.
name, Last name, | 1.2 If the request None 1 hour Administrative
Student Number, | is not valid, reply Officer Il
Active personal to the email of the
email address, requester.
College 1.3 If the request None 5 days Computer
Department, is valid, process it. Programmer ||
College - Contractual
in charge of
email accounts
administration
1.4 Reply to None 30 minutes Administrative
requester's email Officer Il
re complete



mailto:ims@post.upm.edu.ph
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FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION

BE PAID TIME RESPONSIBLE

provision of

service
2. Check the None n/a n/a n/a
email for IMS's
action to the
request.

TOTAL 6 days

Note: Processing time excludes weekends, holidays, and work suspensions.
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4. COMPUTER REPAIR SERVICE

This service addresses concerns encountered by end users in using their computer
devices (desktops and laptops), caused by hardware failure, operating system
errors, malware, and damaged components. This includes peripherals such as mice,
printers, keyboards, external hard drives, speakers, webcams, automatic voltage
regulators (AVRs), and uninterrupted power supply (UPS) units.

Note: This service is on the first-come, first-served basis. Only five (5) requests per
day will be accommodated. The IMS does not provide open-case service for units
within the service warranty period.

Office or Division

Information Management Service

Complex

Classification

Type of Transaction G2G - Government to Government

Who may Avail UP Manila faculty members and staff

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
An ORAS account HRDO
GAMIT ID of the unit for repair. SPMO
Access to an alternative
In.ternet_—capable Qevice, V\_/hich the Client
client will use to file a service request
ticket on TUGON.upm.edu.ph.
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. File a ticket 1.1 Verify the None 1 day Laboratory
through TUGON ticket or email Technician |

(tugon.upm.edu.p
h). If TUGON is
unavailable, send
an email using
your @up.edu.ph

message. Verify
the GAMIT ID of
the unit. If the
ticket or email is
unclear and/or

account to GAMIT ID is
ims@post.upm.ed | unverified, update
u.ph with a clear the TUGON ticket

subject line.
Indicate: a) the
GAMIT ID of the
unit, b)
information
whether it is within
the service

warranty period,
c) specific issue

or respond to the
client's email to
ask for clear or
additional
information. If the
client did not file a
TUGON ticket,
create the ticket
for the client.



mailto:ims@post.upm.ed

CLIENT STEPS

AGENCY ACTION

FEES TO
BE PAID

PROCESSING

TIME

PERSON

RESPONSIBLE

encountered, and
d) and the

Otherwise,
proceed to 1.2.

troubleshooting 1.2 If applicable, None 1 day Laboratory
steps already advise the client Technician |
performed, ifany. | to perform actions
Attaching or which would
uploading resolve the
screenshots is problem. Do this
recommended. through an update
to the TUGON
ticket. Otherwise,
proceed to 1.3.
1.3 Arrange a visit None Laboratory
to the client's Technician |
office. Update the
TUGON ticket
regarding the
planned visit by
the IMS staff in
charge.
2. Monitor the 2.1 Confirm the None 2 hours Laboratory
TUGON ticket or | agreed date and Technician |
email for the office | time of visit.
visit of IMS staff in
charge. Agree
with the staff on
the date and time
of the visit.
3. Receive the 3.1 Visit the None 1 day Laboratory
IMS staff in client's office and Technician |
charge conduct the repair.
3.2 In case repair None 2 hours Laboratory
will entail more Technician |
than two days,
advise the client
to have the unit
delivered to IMS
for further repair.
4. (Optional, per 4.1 Receive the None 1 day Laboratory
advice by IMS) unit for repair Technician |
Deliver the unitfor [ 4 2 Conduct the None 2 days Laboratory
repair to the IMS | repair. Technician |
office 4.3 If the repair None 2 hours Laboratory
was not Technician |

successful either
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CLIENT STEPS

AGENCY ACTION

FEES TO
BE PAID

PROCESSING

TIME

PERSON

RESPONSIBLE

because the unit
is unrepairable,
advise the client
to file a separate
TUGON ticket for
the condemnation
of the unrepaired
unit. Otherwise,
proceed to 4.4.

4.4 If the
unrepaired unit is
covered by
service warranty,
inform the client
througha TUGON
ticket update.

None

2 hours

Laboratory
Technician |

5. (Optional) Pick
up the unit from
IMS.

5.1 Have the
client fill out the
Gate Pass form.
Update the
TUGON ticket.

None

1 day

Laboratory
Technician |

TOTAL

7 days and 4
hours

Note: Processing time excludes weekends, holidays, and work suspensions.
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5. INTERNET CONNECTIVITY ASSISTANCE

This service addresses concerns encountered by end users in accessing and
utilizing the University’s Internet connectivity services, including network-connected
computers and the UPM Wi-Fi network. It also includes configuration of the
requesting office's wireless routers.

Clients experiencing Internet connectivity issues must first perform the procedures
outlined in the User Guide titled “Basic Troubleshooting in Network Connectivity
Problem” before submitting a service request. The guide is available at:
https://bit.ly/3POEaOV, which may be accessed through alternative networks.

Office or Division Information Management Service

Classification Complex

Type of Transaction G2G - Government to Government

UP Manila faculty members and staff, acting on behalf
of their respective offices

Who may Avail

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Access to Internet via alternative
networks (if or since primary network is | Client

unavailable)
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. File a ticket 1.1 Verify the None 1 day Network
through TUGON status of the Operations
(tugon.upm.edu.p | requester's Team

h). If TUGON is location's
unavailable, send | connection to the

an email using network

your @up.edu.ph | backbone.

account to 1.2 If applicable, None 1 day Network
ims.netops@post. | resolve the issue Operations
upm.edu.ph with at the network Team
the subject line backbone level

“‘Internet (e.g.,

Connectivity configuration

Problem.” Indicate | adjustment, switch
the specific issue | restart) and
encountered and | update the

the TUGON ticket or
troubleshooting reply via email.
steps already Otherwise,

performed. proceed to 1.3.
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CLIENT STEPS

AGENCY ACTION

FEES TO

PROCESSING

PERSON

1.3 If the issue is
determined to be
infrastructure-relat
ed, update the
TUGON ticket or
reply via email
regarding the
planned
troubleshooting to
be conducted by
IMS, then carry
out the necessary
corrective actions.
Otherwise,
proceed to 1.4.

BE PAID
None

TIME
5 days

RESPONSIBLE
Network
Operations
Team

1.4 If required,
coordinate and
arrange an on-site
visit through a
TUGON update or
email reply, then
conduct the visit
and perform the

troubleshooting or
configuration.

None

2 days

Network
Operations
Team

2. Monitor the
TUGON ticket or
email for updates
on IMS actions.

None

n/a

n/a

n/a

TOTAL

5 days*

*Note: Infrastructure-level issues (for example, fiber cut and ISP problems) may
require additional resolution time due to technical assessment, equipment repair or
replacement, or coordination with external service providers.
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6. PABX TECHNICAL ASSISTANCE

This service addresses concerns encountered by offices in using the PABX phone
units assigned to them. This includes troubleshooting and endorsement to the
suppliers for repair and replacement in case of defective units.

Information Management Service

Simple

G2G - Government to Government

UP Manila faculty members and staff, acting on behalf
of their respective offices

Office or Division
Classification

Type of Transaction

Who may Avail

WHERE TO SECURE

CHECKLIST OF REQUIREMENTS
None n/a

CLIENT STEPS

AGENCY ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON

RESPONSIBLE

1. File a ticket 1.1 Verify the None 1 day Network
through TUGON status of the Operations
(tugon.upm.edu.p | requester's Team
h). If TUGON is location's
unavailable, send | connection to the
an email using network
your @up.edu.ph | backbone.
account to 1.2 If applicable, None 1 day Network
ims.netops@post. | resolve the issue Operations
upm.edu.ph with at the network Team
the subject line backbone level
“‘PABX phone (e.9.,
problem.” Indicate | configuration
the specific issue | adjustment, switch
encountered and | restart) and
the update the
troubleshooting TUGON ticket or
steps already reply via email.
performed. Otherwise,
proceed to 1.3.
1.3 If applicable, None 1 day Network
update the Operations
TUGON ticket Team
with the advice to
the client to
perform
troubleshooting
steps. If the steps
did not resolve the
problem, proceed
to 1.4.
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CLIENT STEPS

AGENCY ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON

1.4 Coordinate
and arrange an
on-site visit
througha TUGON
update or email
reply, then
conduct the visit
and test the unit. If
the unit is
confirmed to be
defective, proceed
to 1.5.

None

2 days

RESPONSIBLE
Network
Operations
Team

1.5 If the unit is
defective, pull out
the device and
inform the supplier
for repair or
replacement.

None

1 day

Network
Operations
Team

2. Monitor the
TUGON ticket or

email for updates
on IMS actions.

None

n/a

n/a

n/a

TOTAL

5 days

Note: Processing time excludes weekends, holidays, and work suspensions.
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7. PROVISION OF UP MANILA EMAIL ACCOUNTS

(@POST.UPM.EDU.PH) FOR UPM FACULTY MEMBERS AND STAFF

This covers provision of UP Manila email accounts (@post.upm.edu.ph) to UP
Manila faculty members and staff.

Office or Division
Classification

Type of Transaction

Who may Avail

Information Management Service

Complex

G2G - Government to Government

All active faculty members and staff

CHECKLIST OF REQUIREMENTS

1. An ORAS account

WHERE TO SECURE
IMS (ims@post.upm.edu.ph)

CLIENT STEPS

AGENCY ACTION

FEES TO

PROCESSING
TIME

PERSON

BE PAID

RESPONSIBLE

1. File aticketon |4 1 Evaluate the None 1 day Computer
TUGON.upm.edu. | request. If valid, Programmer I
ph. If TUGON is process it.
not available,
using your
g@clégfndttj'sihnd an |12 Upda’_te the None 1 day Computer
email to TUGON ticket, or Programmer Il
ims@post.upm.ed | reply to the
u.ph with the requester's email
subject “Request | regarding the
for a UPM email status of the
account request.
(@post.upm.edu.p
h)”.
2. Monitor the None n/a n/a n/a
status of the
request.
TOTAL 2 days

Note: Processing time excludes weekends, holidays, and work suspensions.
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8. INSTALLATION OR TRANSFER OF PNPKI DIGITAL CERTIFICATE
This service covers assistance to users regarding the installation or transfer of their
Philippine National Public Key Infrastructure digital certificate. The PNPKI ensures that
signatures on digital documents are both authentic and verifiable, adding a layer of security
in transactions across the university.

Office or Division

Classification

Type of Transaction
Who may Avail

Information Management Service

Simple

G2G - Government to Government

Faculty members

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Laptop device (with Adobe Acrobat

background in .pdf form

Reader) where PNPKI will be installed | ©®"
Personal .p12 certificate file Client
downloaded from DICT PNPKI portal

Digital or scanned copy of personal

signature with a transparent Client

CLIENT STEPS

AGENCY ACTION

FEESTO

PROCESSING

PERSON

BE PAID

TIME

RESPONSIBLE

1. Visit the IMS 1.1 Confirm None 15 minutes Administrative
office. compliance with Officer llI,
all requirements Computer
Programmer |l
1.2 Initiate None 15 minutes Administrative
installation of the Officer llI,
.p12 file to device. Computer
Programmer |l
2. Complete the 2. Configure None 30 minutes Administrative
installation of the digital signature Officer IlI,
.p12 certificate file | appearance and Computer
by providing the validity. Programmer |lI
required
password.
TOTAL 1 hour
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9. TECHNICAL ASSISTANCE ON PNPKI FOR FACULTY MEMBERS

This service covers assistance to users regarding the revocation of their Philippine National
Public Key Infrastructure digital certificate.

Office or Division
Classification

Type of Transaction

Who may Avail

Information Management Service

Simple

G2G - Government to Government

Faculty members

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Laptop device where the PNPKI digital
certificate was installed

Client

PNPKI Certificate Revocation Form

PNPKI Team (pnpki@post.upm.edu.ph)

CLIENT STEPS

AGENCY ACTION

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Send an email 1.1 Assess the None 30 minutes Administrative
to client’s request for Officer I,
pnpki@post.upm. | revocation. Computer
edu.ph stating Programmer |l
request for 1.2 Email the None 30 minutes | Administrative
revocation and the | certificate Officer IlI,
;:2322tf0r the Revocation Form Computer

and the link for Programmer 1

submission of

requirements to

the client
2. Accomplishthe | 2.1 Acknowledge | None 5 minutes Administrative
Revocation Form, | receipt of the Officer IlI,
submit it through | client’s Computer
the provided link, | confirmation Programmer IlI
and email email.
pnpki@post.upm.
edu.ph to confirm
that the
submission has
been completed
3. Wait for the 3.1 Follow up the | None 2 days Administrative
email notification revocation request Officer IlI,
from the DICT with Computer
confirming support.pnpki@di Programmer llI
completion of the ct.gov.ph
certificate
revocation request

TOTAL 3 days

Note: Processing time excludes weekends, holidays, and work suspensions.
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10. REFERRAL FOR THE CREATION OF UP EMAIL ACCOUNTS
FOR UP MANILA UNITS, OFFICES, AND PROJECTS

This covers provision of UP email accounts (@up.edu.ph) to UP Manila units, offices, and
projects.

Office or Division Information Management Service
Classification Complex
Type of Transaction G2G - Government to Government
UP Manila academic units and offices (that are included
Who may Avail in the UP Manila organizational chart, or endorsed by a
higher office)
For academic units: Letter of request Office of the Dean

from the Dean
For offices included in the UP Manila Head of Unit
organizational chart: Letter of request
signed by the Head of Unit

For offices not included in the UP Head of Unit / Higher Office
Manila organizational chart: Letter of
request signed by the head of unit and
endorsed by the higher office

For projects: Letter of Request signed Project leader / Head of Unit

by the Project Leader and endorsed by
the Managing or Co-Managing Office

The request letter must indicate:

1. Preferred email address (subject to availability and UP email naming policies)

2. Brief information on the office or project

3. Assigned Person-in-Charge and UP Mail account

4. Purpose of the account

5. For projects, the intended duration of use

FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Send via 1.1 Evaluate the None 1 day Administrative
TRACKS.upm.edu | request. Officer Il

.ph a letter of
request duly
signed by the

head of unit and 1.2 If the request | None 3 days Administrative
addressed to the is valid and clear, Officer llI
Director of UP the IMS Director

Information will sign the letter Director
Technology as an

Development endorsement to
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CLIENT STEPS

AGENCY ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Center (UP-ITDC)
through the IMS
Director.

the UP-ITDC
Director.

The endorsed
letter will be sent
to the UP-ITDC
via the Document
Routing System
(DRS).

1.3 If the request
is not valid or
unclear, reply to
the requester
about the matter.

None

1 day

Administrative
Officer lI

1.4 Monitor the
status of the
request and
update the
TRACKS
transaction
accordingly.

None

3 days

Administrative
Officer lI

2. Check
TRACKS for the
status of the
request.

None

n/a

n/a

n/a

TOTAL

7 days

Note: Processing time excludes weekends, holidays, and work suspensions. It shall
also commence upon receipt of complete requirements.
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11. REMOTE ICT TECHNICAL ASSISTANCE FOR FACULTY AND

STAFF

This service assists faculty staff and members in the use of ICT services (email,
software, and information systems) administered by the Information Management
Service (IMS). For the list of ICT Services including information systems, visit
https://ims.upm.edu.ph/ict-service.

This service is on a first-come, first-served basis. Service is open from 7:30AM until
3:30PM from Mondays to Fridays.

Office or Division

Classification

Type of Transaction

Who may Avail

Information Management Service

Simple

G2G - Government to Goverment

UP Manila faculty members and staff

CHECKLIST OF REQUIREMENTS

ORAS account

WHERE TO SECURE
HRDO

If the concern is system glitches: If
possible, screenshots or screen

Faculty Member/Staff

recordings
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. File a service 1.1 Check the None 30 minutes Administrative
ticket through TUGON ticket. If Officer llI
TUGON.upm.edu. the issue or
ph. Attach or concern is clear Computer
upload the and requirements Programmer ||
requirements. are provided,
process and
resolve the ticket.
Otherwise,
proceed to 1.2.
1.2 Update the None 5 minutes Computer
TUGON ticket for Programmer Il
clarifications and
missing
information.
2. Monitor the None None n/a n/a
TUGON ticket for
IMS's updates
and ticket
resolution. Close
the ticket when it
is resolved.
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CLIENT STEPS  AGENCY ACTION FEcSTO  PROCESSING AR

BE PAID TIME RESPONSIBLE
35 minutes
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12. WALK-IN ICT TECHNICAL ASSISTANCE FOR FACULTY AND
STAFF

This service assists faculty members and staff in the use of ICT services (email,
software, and information systems) administered by the Information Management
Service (IMS). For the list of ICT Services including information systems, visit
https://ims.upm.edu.ph/ict-service.

This service is on a first-come, first-served basis. Service is open from 7:30AM until
3:30PM from Mondays to Fridays.

Office or Division Information Management Service
Classification Simple

Type of Transaction G2G - Government to Government
Who may Avail UP Manila faculty and staff

UP Manila ID OUR

Mobile phone or computer device Faculty Member/Staff

If the concern is system glitches: If
possible, screenshots or screen
recordings of errors or issues Faculty Member/Staff
encountered. These facilitate resolution
of the issues.

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

1. Visit the IMS 1.1 Subject the None 1 hour* Administrative
office client to the queue Officer Il

system. Advice

them to file a Computer

TUGON ticket. Programmer

Upload

screenshots or
screen recordings,
where possible.

1.2 Assign the None 1 minute Administrative
clientto a Officer Il
designated area
and staff. Computer
Programmer
2. Show their 2.1 Address or None 30 minutes*™ | Administrative
TUGON ticket. resolve the Officer Il

Present the
concerns or
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FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
issues concerns. Resolve Computer
encountered. the TUGON ticket. Programmer |l
3. Verify whether | None n/a n/a n/a
the concerns or
issues were
resolved. Close
the TUGON ticket.

TOTAL 1 h0l.1r and 31
minutes

* Inclusive of waiting time, depending on the queue of clients.
** Maximum time depending on the number of issues or concerns presented by the client.
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INFORMATION, PUBLICATION, AND PUBLIC

AFFAIRS OFFICE
INTERNAL SERVICES
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1. Design and Lay-outing Services

Conceptualization and execution of designs for university information materials.

Creating and producing clear, engaging visual materials to communicate information
effectively within the university community.

Office or Division
Classification

Type of Transaction
Who may Avail

Information, Publication, and Public Affairs Office

Highly Technical

G2G - Government to Government

Units/Offices of UP Manila

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Filled out request form via TUGON
(Time-based And Unified Granting Of

Needed services)

https://tugon.upm.edu.ph

Provide adequate relevant information
pertaining to the request

Provide adequate relevant information
pertaining to the request (Date, Time, Images,
Photos, Concept)

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Sends request 1.1 IAccept?] and
through official eva uatefs the
IPPAO request form | equest for
(TUGON), with completeness of
indicated mfozjm(aj\tlontar?dl Supervising
specifications of the needed materials. Administrative
request. 1 2 Notifies the None 15 min Offiper a_nd
requesting office University
after the evaluation, Researcher 1
and assigns tasks
to the staff based
on their respective
expertise.
2.Coordinates/follo 2.1 Prepares draft 3 working days
ws up the status of designer layout for souvenir
the request program, poster,
backdrops
7 working days , .
for brochures/ R%g'g::iggr
None l(;atglsogues, 1/Senior
g I, tt Research
newsietlers Associate
20 working days
or more for
b