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Mandate:

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

Vision:

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

Mission:

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

Core Values:

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

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

Strategic Directions:

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

Research Exchanges.

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

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

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

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

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

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

* E - nhanced Production through Sustainable Income Generating Projects.

* R -esponsive, Innovative and Industry-based Curricula and Instruction.
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FEEDBACK AND COMPLAINTS MECHANISM

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

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

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

B. Online Transactions
1. Click the Client Satisfaction

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

How feedbacks are processed Client Satisfaction Measurement (CSM)

Survey forms are collected, generated &

summarized by the Quality Management

System (QMS) Unit on a monthly basis.

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

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

¢ Full name and address of the
complainant,

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

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

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

How complaints are processed The Office of the University President

endorses the complaint letter to the Human

Resource Development Management Office

(HRDMO)

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




the Office of the University President, for
appropriate action.

Contact Information of:

Contact Center ng Bayan (CCB) Text 0908 881-6565 or Call 1-6565
Presidential Complaint Center 8888
(PCC) 8736-8645 or 8736-8603
8736-8606 or 8736-8629
Anti-Red Tape Authority (ARTA) 8475-5091 or 8478-5093 or 8478-5099

complaints@arta.gov.ph



mailto:complaints@arta.gov.ph

Office
Administration Office

LIST OF OFFICES

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

' Contact Information

(045) 606-8154

Alumni Affairs Office

Alumni Center, TSU Lucinda
Campus, Binauganan, Tarlac City

(045) 606-8141

Budget Management Unit

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

(045) 606-8151

Cashiering Unit (Collection)

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

(045) 606-8167

Cashiering Unit
(Disbursement)

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

(045) 606-8152

Civil Security Unit

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

(045) 606-8166
(Office)

College of Architecture and
Fine Arts

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

(045) 606-8170

College of Arts and Social
Sciences

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

(045) 606-8171

College of Business and
Accountancy

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

(042) 606-8172

College of Computer
Studies

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

(045) 606-8173

College of Criminal Justice
Education

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

0925 877 5125

College of Engineering and
Technology

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

(045) 606-8175

College of Public
Administration and
Governance

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

(045) 606-8177

College of Science

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

(045) 606-8178

College of Teacher
Education

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

(045) 606-8174

Dental Health Unit

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

(045) 606-8137

Guidance & Counseling
Office Unit

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

(045) 606-8130




Internal Audit Service

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

(045) 606-8122

Medical Unit

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

(045) 606-8136

Office of Admission and
Registration

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

(045) 606-8182

Office of Business and
Auxiliary Services

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

(045) 606-8153

Office of Culture and Arts

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

(045) 606-8133

Office of Facilities
Development and

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

(045) 606-8160

Management Boulevard, San Vicente, Tarlac

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

Vicente, Tarlac City

Office of Human Resource
Development Management

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

(045) 606-8155

Office of International Affairs
and Linkages

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

(045) 606-8180

Office of Library Services

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

(045) 606-8138

Lucinda Campus Library

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

(045) 606-8140

San Isidro Campus

TSU San Isidro Campus, San
Isidro, Tarlac City

(045) 606-8139

Office of Management
Information Systems

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

(045) 606-8127

Office of Planning

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

(045) 606-8126

Office of Public Affairs

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

(045) 606-8123




Office of Quality Assurance

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

(045) 606-8124

Office of Student Affairs
Services

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

(045) 606-8130

Office of Technology
Development, Transfer and
Commercialization

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

(045) 606-8193

Office of TSU National
Service Training Program

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

(045) 606-8181

Office of University Board
Secretary

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

(045) 606-8121

Office of University
Extension Services

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

(045) 606-8191

Office of University
Research Development

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

(045) 606-8190

Office of the University
President

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

(045) 606-8101

Office of the Vice President
for Academic Affairs

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

(045) 606-8115

Office of the Vice President
for Administration

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

(045) 606-8112

Office of the Vice President
for Research, Development
and Extension

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

(045) 606-8111

Procurement Unit

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

(045) 606-8157

Quality Management Unit

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

(045) 606-8184

Records and Archives Unit

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

(045) 606-8156

Scholarship and Financial
Assistance Unit

Student Center, TSU Lucinda
Campus

(045) 606-8132

School of Law

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

(045) 606-8176

Sports Development
Management Unit

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

(045) 606-8134




Boulevard, San Vicente, Tarlac
City

Student Development
Services

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

(045) 606-8131

Supply and Property
Management Unit

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

(045) 606-8159

University Testing &
Evaluation

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

(045) 606-8135
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1. Processing of Action on Contracts and External Agreements

The service allows the Office of the University President to act on projects/partnerships

with external stakeholders through contracts and external agreements.

Office of the University President (OUP)

Office or Division:

Classification:

Type of
Transaction:

Who may avail:
CHECKLIST OF

(1 Original Copy)

Complex

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

REQUIREMENTS

1. Draft of Contract or Related Document

University Stakeholders, Guests, and Visitors
WHERE TO SECURE

The client will provide

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

University Legal Counsel

Agreement Incorp

Triplicate Cop
CLIENT STEPS

3. Revision of The Contract or

orating the Legal

Counsel's Recommendations

AGENCY ACTIONS

The client will provide

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

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

University
President

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

Office of the
University
President

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

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

matter in the University
Agenda of the

Regular/Special

Meeting of the

Board of

Regents.

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

None

4 Working
Days
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2. Processing of Request for Personal Meeting with the President

This service allows concerned stakeholders to request a meeting with the University
President both for a walk-in and with an approved scheduled appointment.

(0] {[- W I A VT Il Office of the University President (OUP)

Classification: Simple

Type of G2C - Government to Citiz_en o

Transaction: G2B — Government to Business Entity/ies

G2G — Government to Government

Who may avail: University Stakeholders, Guests, and Visitors
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Valid Identification Card The client will provide

(1 Original Copy)

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

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

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

2. For Walk-In: . For Walk-In: None 15 minutes Staff
Show the letter Reads letter/s of Office of the
of purpose (if purpose or listens University
any) or mention to verbal answers. President
the purpose of Informs the
the transaction President, Officer-
or visit. in-Charge, or

Representative

about the visitor

and purpose.
With An With An
Approved Approved
Scheduled Scheduled
Appointment: Appointment:
Show an Verifies Notice of
appointment Acceptance of
letter or appointment
evidence of
acceptance.

3. Meet the . For Walk-In: None 2 hours President,

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

Set appointment
date and time.
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With An
Approved
Scheduled
Appointment:
Staff notifies
President, or
Officer-in-
Charge and
meets the guest
or visitor.

TOTAL:

None

2 Hours & 20
Minutes
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1. Processing of Request from Different Colleges/Offices of the
University

The service allows colleges, offices, and units of the university to submit request to the
Office of the University President through letters and/ or communications. The approval is
subject to the presence and schedule of the President. The Officer-In-Charge will act in the
absence or unavailability of the President.

(0] i T-W AN\ Il Office of the University President (OUP)

Classification: Simple

Type of G2G - Government to Government

Transaction:

Who may avail: Offices/Colleges of the Universit
CHECKLIST OF REQUIREMENTS | WHERE TO SECURE

1. Request Letter (Triplicate Cop The client will provide

CLIENT STEPS AGENCY ACTIONS FEES TO PROCESSING PERSON

BE PAID TIME RESPONSIBLE
1. Forward letter or | 1.1 Receives letters None 5 minutes Staff and
communication or President,
to the Office of communications or Officer-in-
the University for approval from Charge, or
President. the various Representative
colleges/offices, Office of the
of the University University
for approval of the President
President.
1.2 Checks the None 10 minutes
completeness of
letters or
communications,
and of the
documents being
submitted.
Note: If
incomplete

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

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




1.4 Approves or None 5 minutes President,
endorses to the or Officer-in-
Vice Presidents/ Charge, or
appropriate Representative
officials Office of the
concerned, or to University
sender/filer for President
revision or action.

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

in the logbook President
and forwards
approved letter or
communication to
the Records and
Archives Unit.
1 Working Day
TOTAL: None &

30 Minutes




2. Dissemination of Incoming Communication from Outside Persons or

Agencies

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

Office or Division:

Classification:
Type of
Transaction:
Who may avail:

Office of the University President (OUP)

Simple

G2G — Government to Government

TSU Employees

CHECKLIST OF REQUIREMENTS
1. Letters or Communications From

Outside Persons or Agencies

(1 Original Copy)

2. Endorsed Letters or Communications
From Outside Persons or Agencies, if

WHERE TO SECURE

The client will provide

Officer-in-Charge
and forwards the
endorsed letter or
communication to
the concerned
office for
dissemination or
information.

FEES TO PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the letter | 1.1 Logs and None 20 minutes Clerk

to the Records maintains a copy Records and
and Archives of received letters Archives Unit
Unit. or communication

and forwards such

to the Office of the

University

President.

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

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

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




TOTAL:

None

35 Minutes

10
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Office of the University Board Secretary

Internal Services
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1. Processing of Request for Copy of Board Resolutions
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The service allows offices, units, and colleges of the university to secure board resolutions

to be informed on the matters the board voted on.

Office or Division:

Classification:
Type of
Transaction:
Who may avail:

Office of the University Board Secretary (OUBS)

Simple

G2G — Government to Government

CHECKLIST OF REQUIREMENTS
1. Letter of Request for Board Resolution
1 Original Cop

Concerned Units or Offices of the Universit
WHERE TO SECURE

The client will provide

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

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

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

,T(?ao(!ll:rlr?ir(];? (either 1 working day
Administrative, or

Board

Resolution).

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

TOTAL: | None 2 Working
Days

12
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2. Submission of Complete Staff Work or Agenda by the Offices of the
University

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

Office or Office of the University Board Secretary (OUBS)
Division:

Classification: Highly Technical

Type of G2G — Government to Government
Transaction:

LU EVEVEIHE Concerned Units or Offices of the Universit

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Accomplished Complete Staff Work The client will provide
(CSW) Form or Agenda
1 Original Cop

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit fully 1.1 Pre-assesses None 5 working Board Secretary
accomplished the submitted days Office of the
Complete Staff Complete Staff University Board
Work (CSW) Work or Agenda. Secretary
or Agendas to | 1-2 Schedules a None 1 working Board Secretary
the Office of special / pre- day Office of the
the University board or board University Board
Board meeting, with the Secretary
Secretary participation of
' Board of Regents. President
Office of the
University
President

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

agenda. University Board
Secretary

President
Office of the
University
President

Board of Regents

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

President
Office of the
University
President

Board of Regents

13
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2. Receive a 2. Releases and None 1 working Board Secretary,
copy of the files the approved day Clerk
approved agendas or board Office of the
board resolutions. University Board
resolution. Secretary
TOTAL: | None 9 Working
Days

14
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3. Submission of the Agenda to the University’s Academic and
Administrative Council Meeting

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

0] {[L- X I AVIEI[1 Hll Office of the University Board Secretary (OUBS)
Classification: Highly Technical

Type of G2G - Government to Government
Transaction:

Who may avail: Heads, Directors, or Officer-In-Charge of the Universit

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. List of Agendas (1 Original Copy) The client will provide

2. Administrative Council Resolution Office of the University Board Secretary
1 Original Cop

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the 1.1 Pre-assesses None 5 working Board Secretary
Agendas to the submitted days Office of the
the Office of agendal/s. University Board
the University Secretary
Board 1.2 Schedules the None 1 working Board Secretary
Secretary. Administrative day Office of the
Meeting and University Board
Academic Council Secretary
Meeting.
President
Office of the
University
President

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

Administrative

Council,
Academic
Council
1.3 Discusses the None 1 working Board Secretary
agendas with the day Office of the
Administrative University Board
Council and Secretary
Academic Council _
Meeting. President
Office of the
University
President

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

Administrative
Council,
Academic
Council

1.4 Approves the

agenda.

None

1 working
day

Board Secretary
Office of the
University Board
Secretary

President
Office of the
University
President

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

Administrative
Council,
Academic
Council

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

2. Releases the

approved agenda,
Administrative
Council
Resolution, and
Academic Council
Resolution.

None

1 working
day

Board
Secretary, Clerk
Office of the
University Board
Secretary

TOTAL:

None

9 Working
Days

16
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Quality Management Unit

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

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

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

Office or Division:

Quality Management Unit (QMU)

Simple

G2C - Government to Citizen

G2B - Government to Business Entity/ies
G2G - Government to Government

Who may avail: All

CHECKLIST OF REQUIREMENTS
1. Request letter addressed to the

University President with the

Following Information:

(1 Original Copy or Electronic Copy)
Full Name of the Client/Requestor
Office/Unit/College
Email Address
Specific Document Requested
Purpose(s)

Signature of the Requestor

CLIENT STEPS AGENCY ACTIONS

Classification:

Type of
Transaction:

WHERE TO SECURE
The client will provide

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. For Walk-In:

. Receives the

None

1 hour

Staff-in-Charge

Submit request Endorsement Quality
letter to the Form from the Management
Quality Office of the Unit
Management President
Unit. together with the

attached
For Online: approved letter
Send an of request and

electronic copy
of the request
letter via email
thru

pres_office@
tsu.edu.ph

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

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

18
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University
President.

. For Online:
Receive an
email reply
from Quality
Management
Unit
acknowledging
receipt of the
request.

2.1 For Online:
Sends an email
reply to the
requesting party
to acknowledge
receipt of the
request.

None

1 hour

Document
Control Officer
Quality
Management
Unit

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

None

1 hour

Document
Control Officer
Quality
Management
Unit

2.3 For Walk-In:
Reproduces the
requested
document.

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

For Online:
Prepares the
requested
document and
consults with the
Unit Head for the
review and
release of the
pertinent
document, then
proceed to

Agency Action no.

2.5.

None

1 working day

Document
Control Officer
Quality
Management
Unit

2.4 Stamps the
reproduced
document with an
“Uncontrolled
Copy” mark and
consults with the
Unit Head for the
review and
release of the

None

5 hours

Document
Control Officer
Quality
Management
Unit

19
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pertinent
document.

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

. For Walk-In: 3.1 For Walk-In: None 2 hours Document
Review the Issues the Control Officer
completeness requested Quality
of the document. Management
requested Unit
documents For Online:
and receive Sends an email
the requested reply to the
document and requesting party
sign in the providing the
receiving document
column of the requested (if
Logbook. available) or

notification on the
For Online: unavailability of
Receive an the document
ferg”nr?]lltrrlzply 3.2 Fills out the None 1 hour Document
Quality “Act_lon Taken” Control Qfﬂcer
Management portion of the Quality
Unit regarding Document Manage_:ment
the requested Requ_est Form Unit
data and files the form
TOTAL FOR WALK-IN A Norkeng
TRANSACTION: y
None Hours
TOTAL FOR ONLINE 2 Working
TRANSACTION: Days & 1 Hour

20



Quality Management Unit

Internal Services

21

ABRLA

SATE ),
) 7

Arr5a®

1906



SATE Uy

ABRLA
4rrsu®

1906

1. Processing of Requests for Documented Information for Various
Purposes

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

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

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

(0] i[RIV Ml Quality Management Unit (QMU)
Classification: Simple

Type of G2G - Government to Government
Transaction:

Who may avail: All TSU Employees
CHECKLIST OF REQUIREME
1. Accomplished Document Request Quality Management Unit or download at
Form TSU-QMS-SF-10 with the https://www.tsu.edu.ph/media/d4gj3fxz/tsu-
following information: gms-sf-10-rev01-document-request-form.docx
(1 Original Copy or Electronic Copy)
Full Name of the Client/Requestor
Office/Unit/College/Visitor
Email Address (for soft copy)
Type of Document(s) Requested
Specific Document Requested
Purpose(s)
Signature of the Requestor and
Immediate Supervisor

CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. For Walk-In: 1. Receives the None 1 hour Staff-in-Charge
Submit Document Quality
accomplished Request Form Management
Document and assigns its Unit
Request Form unique reference
to the Quality number then
Management forward it to the
Unit. officer in charge.

FEES TO  PROCESSING PERSON

For Online:
Submit 1
electronic copy
of the
Document
Request Form
to
gams@tsu.edu.
ph via MS
Teams.

22
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. For Walk-In:
Get the
receiving copy
of the said form
from the
Quality
Management
Unit.

For Online:
Receive an
email reply
from Quality
Management
Unit
acknowledging
receipt of the
request.

2.1 For Walk-In:
Returns the
receiving copy of
the said form to
the client.

For Online:
Sends an email
reply to the
requesting party
to acknowledge
receipt of the
request.

None

1 hour

Staff-in-Charge
Quality
Management
Unit

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

None

1 hour

Document
Control Officer
Data Controller

Quality
Management
Unit

2.3 For Walk-In:
Reproduces
the requested
document.

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

For Online:
Prepares the
requested
document and
consult with the
Unit Head for the
review and
release of the
pertinent
document then
proceed to
Agency Action
No. 2.5.

None

1 working
day

Document
Control Officer
Data Controller

Quality
Management
Unit

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

None

5 hours

Document
Control Officer
Data Controller

Unit Head

23
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Unit Head for the Quality

review and Management

release of the Unit

pertinent

document.

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

. For Walk-In: 3.1 For Walk-In: None 2 hours Document
Review the Issues the Control Officer
completeness requested Data Controller
of the document. Quality
requested Management
documents; For Online: Unit
receive the Sends an email
requested reply to the
document and requesting party
sign in the providing the
receiving document
column of the requested (if
Logbook available) or

notification on the
For Online: unavailability of
Receive an the document.
email reply 3.2 Fills out the None 1 hour Document
from the QMS “Action Taken” Control Officer
regarding the portion of the Data Controller
requested data. Document Quality
Request Form Management
and files the form. Unit
2 Working
TOTAL FOR WALK-IN REQUEST: Days & 6
None Hours
TOTAL FOR ONLINE REQUEST: 2 Working
) Days & 1 Hour
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2. Processing of QMS Documents for Registration, Revision, and
Abolition

The service allows units, offices, and colleges of the university to register documented
information implemented in their various services and operations related to quality,
environment, health, and safety.

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

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

(03I AMVEI Hl Quality Management Unit (QMU)
Classification: Simple
Type of G2G - Government to Government
Transaction:
Who may avail: All TSU Employees
CHECKLIST OF REQUIREME
1. Properly Filled Out and Approved Quality Management Unit or download at
Document Registration, Revision, https:.//www.tsu.edu.ph/media/hs2izwyx/tsu-
and Abolition Form (1 Original Copy) | gms-sf-01-rev00-document-reqistration-
revision-abolition-form.docx
2. Duly Signed and Approved The client will provide
Document Following TSU’s Standard
Template and Document
Nomenclature (1 Original Copy)
3. Duly Signed and Updated Master List | Quality Management Unit or download at
of Registered Documents https://www.tsu.edu.ph/media/pjpbstk3/tsu-
(1 Original Copy) gms-sf-04-rev00-masterlist-of-registered-
documents.docx
4. If the document for registration is | The client will provide
a revised one, surrender the Old
Version or Superseded Version
(Controlled Copy) of the Document.

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

FEES TO  PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS

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

Note: If there
is/are problem/s,
return the
submitted
documents for
registration
together with the
aftachment and
discuss the
concerns with the

25



SATE Uy

Y A
E “
P <
client and issue a
Notification Slip.

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

Retrieval, and
Releasing Log

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

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

Unit

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

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

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

1.7 Informs clients None 2 minutes Document
that documents Control Officer
were registered, Quality
and controlled Management
copies are Unit
available for pick
up in the Quality
Management
Unit.
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2. Receive the 2. Issues the None 5 minutes Staff-in-Charge /
registered registered Document
documents. documents. Control Officer

Quality
Management
Unit

3. Sign in the 3. Have the client None 3 minutes Staff-in-Charge /
Receiving, sign in the Document
Retrieval and receiving column Control Officer
Releasing Log of the logbook. Quality

Management
Unit
1 Working
TOTAL: None Day, 1 Hour &
48 Minutes
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1. Processing of Requests for Coaching and Mentoring
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The service allows requesting clients to receive coaching and mentoring or refresher about
the requirements of the Implementing Rules and Regulations of RA 11032, and Reference
B Guidelines of ARTA MC No. 2019-002A.

Office or Division:

Classification:

Type of
Transaction:

Who may avail:

Anti-Red Tape Unit (ARTU)

Simple

G2G — Government to Government

CHECKLIST OF REQUIREMENTS

TSU Colleges, Offices and Units

A. FOR EXISTING OFFICE / COLLEGE / UNITS

WHERE TO SECURE

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

The client will provide

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

Anti-Red Tape Unit

B. FOR NEW OFFICE / COLLEGE / UNITS

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

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

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

FEES TO
CLIENT STEPS AGENCY ACTIONS BE PAID

1.1 For Online
Request:
Receives email
and sends the
Service Request
Form to the client
and have the
client fill out the
form and resend
the same in the
office email.

For Face-to-Face

Request:
Receives the
request including
the existing
Citizen’s Charter,
if any and
proceed to
Agency Action
No. 1.3.

None

Anti-Red Tape Unit

PROCESSING

TIME

5 minutes

PERSON

RESPONSIBLE

Unit Head &
Data Controller
Anti-Red Tape

Unit

1.2 For Online
Request:
Downloads the
filled-out service
request.

None

5 minutes

Unit Head &
Data Controller
Anti-Red Tape

Unit

1.3 Reviews
submitted
Citizen’s Charter,
if any.

None

3 hours

Unit Head &
Data Controller
Anti-Red Tape

Unit
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. Receive 2.1 Checks None 1 hour Unit Head &
update available Data Controller
regarding the schedule and Anti-Red Tape
schedule of the updates the client. Unit
coachingand |22 Prepares None 2 working days |  Unit Head &
mentoring presentation aids. Data Controller
session and Anti-Red Tape
confirm Unit
availability.

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

RA 11032.
3.2 For Clients with None Unit Head &
Existing Data Controller
Citizen’s Anti-Red Tape
Charter: Informs Unit
client about the
corrections and
suggestions on
their existing
Citizen’s Charter.
2 Working
TOTAL FOR ONLINE REQUEST: None Days, 8 Hours
& 10 Minutes
TOTAL FOR FACE-TO-FACE 2 Working
REQUEST: None Days, 8 Hours
& 5 Minutes
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2. Processing of Request for Review and Evaluation of Citizen’s Charter

This service allows the colleges, offices and units of the university to submit their Citizen’s
Charter/s and be reviewed by the assigned unit based on the Implementing Rules and
Regulations set by Anti-Red Tape Authority for the compliance of ARTA Memorandum
Circular 219-002A.

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

O_ff|_c_e or. Anti-Red Tape Unit (ARTU)

Division:

Classification: Highly Technical

Type of

Transaction:

Who may avail: TSU Colleges, Offices and Units
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Latest Citizen’s Charter/s The client will provide
(1 Original Copy or 1 Electronic Copy)

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

G2G - Government to Government

1. Submit the 1.1 For Traditional None 2 minutes Data Controller
latest Citizen’s Submission: Anti-Red Tape
Charter/s to Receives Unit
Anti-Red Tape the submitted
Unit or send it Citizen’s Charter/s.

via MS Teams

artu@tsu.edu.p For Online

h. Submission:
Acknowledges

receipt of the email

and downloads the

Citizen’s Charter/s.

1.2 Conducts first- None 5 working days | Data Controller
level review of Anti-Red Tape
the Citizen’s Unit
Charter/s

according to the
requirements
stated on the
Reference B of
ARTA MC 2019-

002A.

1.3 Fills out the None Data Controller
Citizen’s Charter Anti-Red Tape
Evaluation Form/s Unit
for the corrections
found and

additional remarks.

1.4 Forwards the None 2 minutes Data Controller
Citizen’s Charter/s Anti-Red Tape
and Citizen’s Unit

Charter Evaluation
Form/s for second-
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level review and
signature.

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

. For Citizen’s 2. For Citizen’s None 1 hour Unit Head &
Charter/s with Charter/s with Data Controller
Major Major Concerns: Anti-Red Tape
Concerns: Seeks Unit
Attenq confirmation, from
coaching and .
mentoring the office
session and concerned, on the
receive suggested inputs
reviewed during a series of
Citizen’s reviews thru
Charter/s for coaching and
revision. . .

mentoring session.
For Citizen’s For Citizen’s None 10 minutes Data Controller
Charter/s with Charter/s with Anti-Red Tape
Minor Minor Concern/s: Unit
Conc.ern/s: Returns reviewed
Receive Citizen’s Charter/s
re_v_lewc?d and inform the
Citizen’s .
Charter/s for C"_er_‘t of the
revision. minimal concerns.

. Submit the 3.1 For Traditional None 5 working days | Data Controller
revised Submission: Anti-Red Tape
Citizen’s Receives Unit
Charter/s to the submitted
Anti-Red Tape revised
Unit or send it Citizen’s Charter/s.
via MS Teams
artu@tsu.edu.p For Online
h. Submission:

Acknowledges
receipt of the email
and downloads the
revised Citizen’s
Charter/s.
3.2 Reviews revised None 3 hours Data Controller

Anti-Red Tape
Unit
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3.3 Transmits a PDF None Data Controller
copy of the final Anti-Red Tape
Citizen’s Charter/s Unit
for compilation.
TOTAL PROCESSING TIME FOR 15 Working
CITIZEN’S CHARTER WITH MAJOR None Days, 4 Hours
CONCERNS: & 4 Minutes
TOTAL PROCESSING TIME FOR 15 Working
CITIZEN’S CHARTER WITH MINOR None Days, 3 Hours
& 14 Minutes

CONCERNS:

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

multiple Citizen’s Charter submitted by the client.

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

Head of Anti-Red Tape Unit.
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1. Processing of Request for Audit Reports

This service allows the Office of the Commission on Audit, and University colleges, offices,

and units to obtain a copy of audit reports.

Office or Division:

Classification:
Type of
Transaction:
Who may avail:

Office of Internal Audit Service (OIAS)

Simple

G2G - Government to Government

CHECKLIST OF REQUIREMENTS

Cop
CLIENT STEPS

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

AGENCY ACTIONS

Commission on Audit and Colleges/Offices/Units of the Universit

WHERE TO SECURE

Office of the University President and/ or
The client will provide

FEES TO PROCESSING
BE PAID

TIME

PERSON
RESPONSIBLE

1. Send arequest | 1.1 Receives None 1 minute Clerk
letter to the approved request Office of Internal
Office of the letter and records Audit Service
University it in the logbook.

President for 1.2 Sends the None 1 minute Clerk
approval. approved request Office of Internal
letter to the Office Audit Service
of Internal Audit
Service Director.

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

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

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

1 Hour &
TOTAL: None 4 Minutes
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The service allows offices, units, and colleges of the University to secure approval from the

Office of Planning prior to conducting their respective planning activities.

Office or Office of Planning (OP)

Division:

Classification: Simple

Type of G2G - Government to Government

Transaction:

Who may avail: Offices, Units, and Colleges of the Universit

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

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

2. Proposed Budget (1 Original Copy)

3. Program of Activities (1 Original Copy)

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

1. Submit 1.1 Receives, None 15 minutes Staff & Director
complete pre- reviews, and Office of
planning validates Planning
requirements to submitted pre-

Office of planning

Planning. requirements.
Note: If with
incomplete
requirements,
relay feedback to
the concerned
office/ unit/ college
for completion/
proper action.

1.2 Endorses None 10 minutes Staff & Director
complete pre- Office of
planning Planning
requirements to
Planning Director
for signature and
approval.

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

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

request.
TOTAL: None 35 Minutes
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2. Submission and Validation of Quarterly Scorecards and Monthly
Accomplishment Report

The service allows offices, units, and colleges of the University to submit their Quarterly
Scorecards and Monthly Accomplished Reports to the Planning Office for effective
performance monitoring, and evaluation.

Office or Office of Planning (OP)
Division:

Classification: Simple

Type of
Transaction:

Who may avail: Offices, Units, and Colleges of the Universit
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

G2G - Government to Government

A. For Quarterly Scorecards Office of Planning or download at
1. Accomplished Plan Monitoring & https://www.tsu.edu.ph/media/4wwgqi1db/tsu-
Evaluation Scorecard pme-sf-02-plan-monitoring-evaluation-

TSU-PME-SF-02 (1 Original Copy) scorecard.docx

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

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

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

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

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

for proper
monitoring.

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

TOTAL: None 25 Minutes
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1. Process for Publication and Distribution of TSU Bulletin

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

Office of Public Affairs (OPA)
Highly Technical
G2C - Government to Citizen
G2B - Government to Business Entity/ies
G2G - Government to Government
Who may avail: TSU Students, Employees and Stakeholders
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Details of Event, Program Flow The client will provide
(if any) or News Atrticle
(1 Original Copy)
2. TSU Bulletin Receiving Log
TSU-PAI-SF-02 Rev 01
1 Original Cop

Office or Division:

Classification:

Type of
Transaction:

Office of Public Affairs

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

CLIENT STEPS AGENCY ACTIONS

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

afterwards.

1.2 Checks the None 2 hours Director & Unit

article/s. Head
Office of Public
Affairs

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

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

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

Affairs
17 Working
TOTAL: None Days & 2
Hours

*The total turnaround time varies depending on the duration of each event being covered.
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1. Process for Publication and Distribution of TSU Bulletin

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

Office of Public Affairs (OPA)
Highly Technical
G2C - Government to Citizen
G2B - Government to Business Entity/ies
G2G - Government to Government
Who may avail: TSU Students, Employees and Stakeholders
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Details of Event, Program Flow The client will provide
(if any) or News Atrticle
(1 Original Copy)
2. TSU Bulletin Receiving Log
TSU-PAI-SF-02 Rev 01
1 Original Cop

Office or Division:

Classification:

Type of
Transaction:

Office of Public Affairs

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

CLIENT STEPS AGENCY ACTIONS

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

afterwards.

1.2 Checks the None 2 hours Director & Unit

article/s. Head
Office of Public
Affairs

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

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

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

Affairs
17 Working
TOTAL: None Days & 2
Hours

*The total turnaround time varies depending on the duration of each event being covered.
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2. Processing of Request for Coverage of University Activities

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

(0] i T-W T A\ Ml Office of Public Affairs (OPA)
Classification: Highly Technical
Type of G2C - Government to Citizen
Transaction: G2G - Government to Government
Who may avail: TSU Students and Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request Form Coverage of Events or | Office of Public Affairs
Activities TSU-PAI-SF-09
(1 Original Copy)
2. Details of Event, Program Flow, if any | The client will provide
1 Original Cop
FEES TO PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit 1.1 Receives and None 3 minutes Technical Staff
accomplished verifies submitted and/or Director
request form request form. Office of Public
and receive Affairs
affirmation on Note: If form is
the request. improperly filled
out, return and
inform client.
1.2 Plots the None 2 minutes Technical Staff
request. and/or Director
Office of Public
Affairs
2. Provide 2.1 Attends the None 7 working Technical Staff
program flow (if activity or event. days and/or Director
any). Office of Public
Affairs
2.2 Uploads the None 1 hour Technical Staff
photos/videos to Office of Public
available storage Affairs
for safekeeping.
7 Working
TOTAL: | None | P&Vs ; Hour
5 Minutes

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

Office or Division:

Classification:
Type of
Transaction:
Who may avail:

Office of Public Affairs (OPA)

Highly Technical

G2C - Government to Citizen
G2G - Government to Government

CHECKLIST OF REQUIREMENTS

1. Details of Event, Program Flow (if any) | The client will provide
or News Article (1 Original Cop

CLIENT STEPS | AGENCY ACTIONS

FEES TO
BE PAID

TSU Students and Employees

WHERE TO SECURE

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Submit 1.1 Receives and None 3 working days | Technical Staff
information or proofreads the Office of Public
news article to received file for Affairs
Office of Public write-up or
Affairs. revision.

1.1.1 Deploys staff 7 working days
to cover the
event/activity and
writes an article
afterwards.
1.2 Final checks the None 2 hours Director
output. Office of Public
Affairs
1.3 Uploads the None 10 minutes Technical Staff
article to TSU Office of Public
website and social Affairs
media platform.
10 Working
. Days,
TOTAL: | None 2 Hours &
10 Minutes

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

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

(03 i T-W TN\ Ml Office of Public Affairs (OPA)
Classification: Simple
Type of G2C - Government to Citizen
Transaction: G2G - Government to Government
Who may avail: TSU Students and Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Concerns/Requests The client will provide
(1 Electronic Copy)
2. File Attachment, if any
1 Electronic Cop

FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

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

if there are any.
Note: Attach

file/s, if any.

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

concern/s.

TOTAL: None 30 Minutes

*The total turnaround time considers the volume of the emails, waiting time and internet
connectivity issues.
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5. Process for Posting of Materials

The service allows the posting of materials through print (bulletin), social media, and/or
TSU website materials.

Office of Public Affairs (OPA)

Simple

G2C - Government to Citizen

Transaction: G2G - Government to Government

Who may avail: TSU Students and Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Material for Posting (1 Original Cop The client will provide

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TIME RESPONSIBLE
1. Submit the

Office or Division:

Classification:
Type of

BE PAID
None

1.1 Receives and

5 minutes Technical Staff
necessary Office of Public

requirements Affairs

to the Office of
Public Affairs.

reviews the
content of
material/s for
posting.

1.2.1 If the
Material/s for

None

10 minutes

Technical Staff
Office of Public

Posting is Affairs
Approved: Posts
through the
preferred platform
(bulletin boards,
social media, TSU
website, or can be

both).

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

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

Technical Staff
Office of Public
Affairs

2. Receive None 3 minutes

notification
that material/s
is/are already
posted.

TOTAL: None 18 Minutes
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6. Process for Requesting of Electronic Copy of Photos, Videos or Files

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

(03 i W TN\ Ml Office of Public Affairs (OPA)

Classification: Simple

Type of G2C - Government to Citizen

Transaction: G2G - Government to Government

Who may avail: TSU Students and Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

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

1 Original Cop

or Electronic Cop

FEES TO | PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Send request | 1.1 Receives and None 5 minutes Technical Staff
for photos / reviews the form Office of Public
videos or files submitted. Affairs
through . .
online or 1.2.1 If the Request None 10 minutes Technical Staff
logbook. is Approved: Office of Public
Sends the file/s Affairs
through email or
MS Teams.

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

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

TOTAL: None 18 Minutes
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7. Process for Approval of Posting of Information, Education and
Communication (IEC) Materials

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

(0] i T-W A\ Ml Office of Public Affairs (OPA)
Classification: Simple
Type of G2C - Government to Citizen
Transaction: G2G - Government to Government
Who may avail: TSU Students and Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Materials to be Approved The client will provide
(1 Original Copy)
2. Request Letter with Attachments, if
1 Original Cop

CLIENT STEPS AGENCY ACTIONS

The client will provide

FEES TO PROCESSING PERSON

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

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

for review.

2. Receives 2. Endorses None 1 minute Technical Staff
approved or for Information, Office of Public
revision Education and Affairs
Information, Communication
Education and Materials.

Communication
Materials.

TOTAL: None 36 Minutes

*The total turnaround time varies depending on the length and volume of Information,
Education and Communication (IEC) Materials for checking and reviewing.
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1. Processing of Institution/Organization Request to Benchmark
Offices/Colleges in Tarlac State University

The service allows other State Universities, Colleges, and other Institutions to conduct
benchmarking activity at Tarlac State University.

Office or Office Of International Affairs and Linkages (OIAL)

Division:

Classification: Simple

Type of G2G — Government to Government

Transaction:

Who may avail: Various Government Agencies and State Universities and Colleges

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

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

2. Invitation Letter, Program, And Other Host University/Institution/Organization
Pertinent Attachments Regarding
Travel Abroad (1 Photocop

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

1. Sends an official | 1.1 Receives the None 5 minutes Staff
letter to the endorsement Office of
Office of the from the Office of International
University the President. Affairs and
President to Linkages
conduct a
ber_mc.hmar.k[ng 1.2 Communicates / None 10 minutes Protocol Officer
activity / visit informs offices to Office of
W'th Tarjac State be visited during International
University. the benchmarking Affairs and

activity. Linkages

2. Receive email 2.Sends an email None 10 minutes Protocol Officer
with attachment with attached Office of
(request form). form to confirm / International

inquire about the Affairs and
scope and details Linkages
of the activity /

Visit.

3. Send back the 3.1 Receives and None 5 hours Staff
request form download service Office of
with the request form. International
required/ Affairs
needed details
via email 3.2 Communicates/ None 1 hour Protocol Officer

coordinate to Office of
office/s to be International
visited during the Affairs and
benchmarking Linkages
activity.

Note: If two (2) or

more offices are

to be visited,

prepare logistics

and other
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materials needed
for the activity
(program, venue,
food, token,
vehicle, etc).

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

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

Affairs and
Linkages
TOTAL: | None | 2Hours &35
Minutes
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1. Process for Account Creation and Assigning of Privileges

The service allows the creation of accounts and assigning of privileges to employees
and students.

Office or

Office of Management Information Systems (OMIS)

Division:
Classification:
Type of G2C - Government to Citizen
Transaction: G2G — Government to Government
Who may avail: All TSU Employees and Students

CHECKLIST OF REQUIREMENTS

Simple

WHERE TO SECURE

1. Accomplished and Duly Signed System | Office of Management Information Systems or

Access and Privilege Request Form download at

TSU-MIS-SF-26 (1 Original Copy) https://www.tsu.edu.ph/media/yjrh3sf5/tsu-mis-

sf-26-system-access-and-privilege-request-
form.docx
FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the 1.1 Receives and None 3 minutes Software Unit
accomplished verifies the Staff/Clerk
form to the submitted form. Office of

Office of Management

Management Note: If with Information

Information incomplete Systems

Systems or detail/s, return the

send it via MS form and inform

Teams at the missing

miso@tsu.edu.p detail/s.

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

Systems
2. Receive 2. Then notifies the None 2 minutes Software Unit
notification of client once the Staff/Clerk
account account has been Office of
creation or created or privilege Management
privilege has been Information
assignment. assigned. Systems
TOTAL.: None 12 Minutes
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The service allows the official rectification of posted class schedule.

Type of
Transaction:

Classification:

1906

TR A il Office of Management Information Systems (OMIS)

| Complex

G2G — Government to Government

WALEOEYEVCIE Al TSU Faculty and College Clerks

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Accomplished and Duly Signed Office of Management Information Systems or
Request to Change Posted Schedule | download at
Form TSU-MIS-SF-17 https://www.tsu.edu.ph/media/rOeinaid/tsu-
(1 Original Copy) mis-sf-17-request-change-posted-
schedule.docx
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the 1.1 Receives and None 3 minutes Clerk
accomplished verifies the Office of
form to the submitted form. Management
Office of Information
Management Note: If with Systems
Information incomplete
Systems or detail/s return the
send it via form and inform
email or MS the missing
Teams at detail/s.
miso@tsu.edu | 1.2 Changes the None 3 working days Clerk
.ph. posted schedule Office of
as requested. Management
Information
Systems
2. Receive 2. Notifies the client None 2 minutes Clerk
notification of once the request Office of
successful has been finished. Management
change in Information
posted Note: If there is a Systems
schedule or conflict and the
failure in schedule cannot
changing and be updated,
updating of inform the client
posted via MS Teams,
schedule. Telephone, or
Email.
3 Working
TOTAL.: None Days & 5
Minutes

* The total turnaround time considers the volume of the requests and internet connectivity
issues, and is accountable for (1) requester only.
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The service allows the creation and reset of verification method of Office 365 account.

Type of
Transaction:

Who may avail:

CHECKLIST OF REQUIREMENTS \
1. Accomplished Office 365 Assistance

Request Form TSU-MIS-SF-66

(1 Original Copy)

CLIENT STEPS

Classification:

iR A i Office of Management Information Systems (OMIS)

| Simple

G2C - Government to Citizen
G2G — Government to Government

AGENCY ACTIONS

| All TSU Employees and Students
WHERE TO SECURE
Office of Management Information Systems or
download at
https://www.tsu.edu.ph/media/thvn3dOw/tsu-

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

form.docx
FEES TO PROCESSING
BE PAID

TIME

PERSON
RESPONSIBLE

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

account. Management
Information
Systems

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

online, the Systems
credentials will be
given via email.

TOTAL: None 12 Minutes

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

55



SATE Uy

ABRLA
4rrsu®

1906

4. Process for Tagging or Untagging of Faculty, Room, and/or Schedule

The service allows the tagging and untagging of faculty, room, and schedule to respective
classes.

Office of Management Information Systems (OMIS)

Office or Division:

| Simple
G2G - Government to Government

Classification:

Type of

Transaction:

Who may avail: | All Faculty and College Clerks
CHECKLIST OF REQUIREMENTS |

WHERE TO SECURE

1. Accomplished and Duly Signed Office of Management Information Systems or
Request to Tag or Untag Faculty / download at
Room / Schedule Form https://www.tsu.edu.ph/media/tmleo0jm/tsu-mis-
TSU-MIS-SF-19 (1 Original Copy) sf-19-request-to-tag-untag-facultyroom.docx
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the 1.1 Receives and None 3 minutes Clerk
accomplished verifies the Office of
form to the submitted form. Management
Office of Information
Management Note: If with Systems
Information incomplete detail/s
Systems or return the form
send it via and inform the
email or MS missing detail/s.
Teams at 1.2 Tags or untags None 10 minutes Staff
miso@tsu.edu. the faculty, room, Office of
ph. or schedule. Management
Information
Systems
2. Receive 2.1 Notifies the None 2 minutes Staff
notification client once the Office of
update on the request has been Management
request. finished via Phone Information
Call, Messenger Systems
or MS Teams.
TOTAL: None 15 Minutes

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

56



SATE Uy
b

ABRLA
4rrsu®

1906

5. Process for Tagging/Untagging of Honorarium Classes

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

TR A i Office of Management Information Systems (OMIS)
Classification: | Complex
Type of G2G - Government to Government
Transaction:
Who may avail: | All Faculty and College Clerks
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Accomplished and Duly Signed Office of Management Information Systems or
Tagging of Honorarium Form download at
TSU-MIS-SF-20 (1 Original Copy) (https://www.tsu.edu.ph/media/fumlljez/tsu-
mis-sf-20-honorarium-list.docx)

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

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

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

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

Systems
2. Receive 2.1 Notifies the None 2 minutes Clerk
notification client once the Office of
update on the request has been Management
request. finished via Phone Information
Call, Messenger or Systems
MS Teams.
3 Working
TOTAL.: None Days & 5
Minutes

* The total turnaround time considers the volume of the requests and internet connectivity
issues, and is accountable for (1) requester only.
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6. Processing or Request to Transfer Students

The service allows the official transfer of students from one section to another.

IR A1l Office of Management Information Systems (OMIS)

Classification:
Type of
Transaction:

WALEOEYEVCI B Al Faculty and College Clerks

CHECKLIST OF REQUIREMENTS \
1. Accomplished and Duly Signed Transfer

of Students Form TSU-MIS-SF-38

(1 Original Copy)

CLIENT STEPS

| Complex

G2G - Government to Government

AGENCY ACTIONS

WHERE TO SECURE
Office of Management Information Systems or
download at
https://www.tsu.edu.ph/media/yyacSbma/tsu-

FEESTO PROCESSING

BE PAID

TIME

mis-sf-38-request-to-transfer-form.docx

PERSON
RESPONSIBLE

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

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

Information
Systems

2. Receive 2. Notifies the client None 2 minutes Clerk
notification once the request Office of
update on the has been finished Management
request. via Phone Call, Information

Messenger, or MS Systems
Teams.
3 Working
TOTAL: None Days & 5
Minutes

* The total turnaround time considers the volume of the requests and internet connectivity
issues, and is accountable for (1) requester only.
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1. Processing of Request to Repair an ICT Equipment
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The service allows the troubleshooting and repair of the Information and Communications

Technology (ICT) equipment of end-users.

Office or Division:

Maintenance Unit (OMIS-HMU)

Office of Management Information Systems - Hardware

Classification: Simple

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

Type of

Who may avail: All TSU Employees and Student Organizations

CHECKLIST OF REQUIREMENTS

1. Accomplished Technical Service
Request Form (1 Original Copy)

CLIENT STEPS

FEES TO | PROCESSING
AGENCY ACTIONS BE PAID TIME

WHERE TO SECURE
Office of Management Information Systems

PERSON

RESPONSIBLE

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

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

the problem

encountered on

the hardware.

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

. 1 Working Day
TOTAL: None & 13 Minutes
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2. Process for Inspection of Condemn ICT Equipment

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

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

O EELCU I Simple
Type of G2G - Government to Government
Transaction:

Who may avail: All Permanent Employees
CHECKLIST OF REQUIREMENTS

1. Accomplished ICT Equipment
Inspection Form
(1 Original Copy and 1 Duplicate Copy)
2. Property Acknowledgement Receipt
1 Original Copy and 1 Duplicate Cop

WHERE TO SECURE
Office of Management Information Systems

Supply and Property Management Unit

PERSON
RESPONSIBLE

FEESTO PROCESSING

CLIENT STEPS TIME

AGENCY ACTIONS

BE PAID

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

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

signed by the Information
accountable Systems
personnel.

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

Unit (SPMU) . Staff
Supply and
Property
Management
Unit
TOTAL: | None | #Hours&10
Minutes
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3. Process for Inspection of New ICT Equipment

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

Office or Division:

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

Classification: Simple

IV CRORICUEECI Bl G2G - Government to Government

Who may avail: Supply and Property Management Unit
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Accomplished Inspection and The client will provide
Acceptance Report Form
(1 Original Copy)
2. Accomplished Request for Inspection
Form (1 Original Copy)

PERSON

AGENCY FEESTO PROCESSIN

CLIENT STEPS ACTIONS BE PAID G TIME RESP(ENSIBL
1. Request 1. Proceeds with None 1 hour Inspection
inspection of new the inspection of Officer
ICT devices from the equipment. Office of
the inspection Management
officer. Information
Systems
. Present the . Fills out the None 10 minutes Inspection
Request for Request for Officer
Inspection form Inspection form Office of
and Inspection, and signs the Management
and Acceptance Inspection and Information
Report to the Acceptance Systems
inspection officer Report.
for filling out.
TOTAL: | None | 1Hour&10
Minutes
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4. Process for Requesting of Preventive Maintenance for Desktop

Computer Units

The service allows the monthly scheduled maintenance of computer units to address

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

Office or Division:

Unit (OMIS-HMU)

Office of Management Information Systems - Hardware Maintenance

Classification: | Simple

Type of G2G - Government to Government

Transaction:

WALEOEYEVCIE Al TSU Employees
CHECKLIST OF REQUIREMENTS ‘

1. Accomplished Technical Service
Request Form (1 Original Cop

AGENCY ACTIONS

FEES TO

CLIENT STEPS BE PAID

TIME

PROCESSING

WHERE TO SECURE
Office of Management Information Systems

PERSON
RESPONSIBLE

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

Hardware
Maintenance
Unit

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

Unit
TOTAL:| None | 2Hours&10
Minutes
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The service allows the installation of various software applications needed by end-users.

Office or Division:

Classification:
Type of
Transaction:
Who may avail:

(1 Original Copy)

CHECKLIST OF REQUIREMENTS
1. Accomplished ICT Device Inspection
Form TSU-MIS-SF-76

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

Simple

G2C - Government to Citizen
G2G - Government to Government

All TSU Employees and Student Organizations
WHERE TO SECURE
Office of Management Information Systems or

download at

https://www.tsu.edu.ph/media/1b3ic2ar/76-ict-

device-inspection-form.docx

EES TO | PROCESSING

F
CLIENT STEPS  AGENCY ACTIONS BE PAID

PERSON
RESPONSIBLE

TIME
1. Call the Office 1.1 Proceeds to the None 5 minutes Hardware
of Management client’s office and Technician
Information perform the Hardware
Systems via software Maintenance
phone call (dial installation. Unit
550) regarding 1.2 Downloads None 1 hour Hardware
the request for necessary Technician
software installation files Hardware
installation. and install the Maintenance
software Unit
2. Fill up Technical | 2. Gets the form None 3 minutes Hardware
Service Request from the client. Technician
Form. Hardware
Maintenance
Unit
TOTAL:| None | tHour&s
Minutes
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6. Processing of Request for Technical Assistance

The service allows the provision of technical assistance to the different stakeholders of the
University.

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

Simple

G2G - Government to Government

Office or Division:

Classification:
Type of
Transaction:
Who may avail: All TSU Employees and Student Organizations

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Accomplished Technical Service Office of Management Information Systems
Request Form (1 Original Copy)
FEES TO PROCESSING
AGENCY ACTIONS BE PAID TIME

CLIENT STEPS PERSON

RESPONSIBLE

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

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

the needed assistance.

technical

assistance.

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

. 1 Working Day
TOTAL: None & 6 Minutes
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1. Process for Wi-Fi Access Registration

The service provides employees and students Wi-Fi access inside the university
premises.

Office or Division: Office of Management Information Systems — Network Unit
(OMIS-NU)

Classification: | Simple

Type of G2C - Government to Citizen
Transaction: G2G - Government to Government
Who may avail: | All TSU Employees and Students

CHECKLIST OF REQUIREMENTS | WHERE TO SECURE

1. Accomplished Wi-Fi Access Office of Management Information Systems
Registration Form (1 Original Copy)

FEES TO PROCESSING PERSON

CLIENT STEPS  AGENCY ACTIONS

BE PAID TIME RESPONSIBLE

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

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

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

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

TOTAL: None 11 Minutes
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2. Process for Creation of Domain Accounts

The service allows the creation of an account to access the TSU Network.

Office or Division:

Office of Management Information Systems — Network Unit
(OMIS-NU)
Classification: | Simple
Type of Transaction: \ G2G — Government to Government
Who may avail: | All TSU Employees
CHECKLIST OF REQUIREMENTS |
1. Accomplished Request to Create/ Reset
Domain User Account Form
1 Duplicate Cop

WHERE TO SECURE
Office of Management Information Systems

FEES TO PROCESSING

TIME

PERSON
RESPONSIBLE

CLIENT STEPS AGENCY ACTIONS

BE PAID

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

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

2.2 After an account None 3 minutes Staff
is created, gives Network Unit
the user
credentials
needed to log into
the TSU Network.
TOTAL: None 11 Minutes
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The service allows the resetting of domain account password in case of locked account or

forgotten password.

Office or Division:

Classification:

Type of
Transaction:

Who may avail:

CHECKLIST OF REQUIREMENTS \
1. Accomplished Request to Create/ Reset
Domain User Account Form

(1 Original Copy)

CLIENT STEPS

Office of Management Information Systems — Network Unit

(OMIS-NU)

Simple

G2G - Government to Government

All TSU Employees

AGENCY ACTIONS

FEES TO

BE PAID

WHERE TO SECURE
Office of Management Information Systems

PROCESSING
TIME

PERSON
RESPONSIBLE

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

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

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

TOTAL: None 16 Minutes
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4. Process for Unblocking of Websites

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

Office or Division: Office of Management Information Systems — Network Unit
(OMIS-NU)

Classification: | Simple

IV CRORICUEEEI M G2G - Government to Government

Who may avail: | All TSU Employees

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

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

FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Get Unblock 1. Provides the None 3 minutes Network
Website Form and Unblock Website Technician
fill out properly. Form to the client. Network Unit
2. Give duly filled out | 2.1 Unblocks the None 15 minutes Network
form to a Network websites Technician
Unit Staff. requested for the Network Unit
user indicated on
the form.

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

TOTAL: None 21 Minutes

70



SATE Uy
b

ABRLA
drrsy

1906

5. Process for Wi-Fi Setup/Deployment

The service allows the temporary deployment of Wi-Fi facility on areas that need Wi-Fi
service within the university.

Office or Division:

Classification:
Type of Transaction: \ G2G - Government to Government
Who may avail:

CHECKLIST OF REQUIREMENTS \
1. Request for Wi-fi Setup/Deployment

Form (1 Original Copy)

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

Complex

| All TSU Employees

WHERE TO SECURE
Office of Management Information Systems or
download at
https://www.tsu.edu.ph/media/qylatebw/tsu-

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

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

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

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

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

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

Maintenance
Unit

3. Inform 3. Office of None 1 hour Network
Management Management Technician
Information Information Network Unit
System Staff that Systems technical
the event is staff retrieves the Hardware
finished. equipment once Technician

the event is done.
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6. Process for Granting Virtual Private Network (VPN) Access

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

Office or

Division:

Classification:

Type of
Transaction:

WALEOEVEVYEIE All TSU Employees
CHECKLIST OF REQUIREMENTS

1. VPN Access Form (1 Original Copy)

CLIENT STEPS

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

| Simple

G2G - Government to Government

WHERE TO SECURE
Office of Management Information Systems or
download at
https://www.tsu.edu.ph/media/3oknimg1/tsu-
mis-sf-65-vpn-access-form.docx

FEES TO | PROCESSING
AGENCY ACTIONS BE PAID TIME

PERSON

RESPONSIBLE

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

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

form.

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

form is duly filled-
up

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

using the
software.
2 Working
TOTAL: None Days, 1 Hour
& 6 Minutes
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7. Processing of Request for Cabling of New Network Connection

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

Ol I-Ne @I\ [e)s Il Office of Management Information Systems — Network Unit
(OMIS-NU)
Classification: Complex
Type of G2C - Government to Citizen
Transaction: G2G — Government to Government
Who may avail: All TSU Employees and Student Organizations
CHECKLIST OF REQUIREMENTS | WHERE TO SECURE

1. Technical Service Request Form Office of Management Information Systems
1 Original Cop
FEES TO PROCESSING PERSON
CLIENT STEPS  AGENCY ACTIONS BE PAID TIME RESPONSIBLE

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

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

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

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

3 Working
TOTAL.: None Days & 38
Minutes
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1. Process for Biometrics Registration

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

Office or Division:

Classification:
Type of
Transaction:
Who may avail:

CLIENT STEPS

CHECKLIST OF REQUIREMENTS

1. Biometrics Registration Log
1 Original Cop

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

Simple

G2C - Government to Citizen

G2G - Government to Government

All TSU Employees, Student Athletes, and Student Trainees
at TSU Hotel

WHERE TO SECURE
Office of Management Information Systems

PERSON
RESPONSIBLE

FEES TO
BE PAID

PROCESSING

AGENCY ACTIONS TIME

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

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

fingerprint to the Software
biometrics device. Development
Unit

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

TOTAL: None 18 Minutes
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2. Process for Blocking and Unblocking of RFID Cards

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

Office or Division:

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

Simple

G2C - Government to Citizen

Transaction: G2G — Government to Government

Who may avail: All TSU Employees and Students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Request to Block/Unblock Logbook Office of Management Information Systems
(1 Original Copy)
FEES TO PROCESSING PERSON
CLIENT STEPS  AGENCY ACTIONS BE PAID TIME RESPONSIBLE

Classification:
Type of

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

or
Staff
Software
Development
Unit

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

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

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

TOTAL: None 19 Minutes
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3. Process for Creation and Updating of Website/Webpage

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

Office or Division:

Classification:
Type of
Transaction:

Office of Management Information Systems - Software Development

Unit (OMIS-SDU)

Highly Technical

G2G — Government to Government

WALEOEYEVCIEE Al TSU Employees

CLIENT STEPS

CHECKLIST OF REQUIREMENTS

1. Accomplished Request for Website /
Webpage Update Form

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

AGENCY ACTIONS

WHERE TO SECURE
Office of Management Information Systems or
download at
https://www.tsu.edu.ph/media/yubbg2dl/tsu-

mis-sf-01-request-website-update-form.docx

FEES TO PROCESSING

BE PAID

TIME

PERSON

RESPONSIBLE

1. Get the Request | 1. Provides the None 3 minutes Clerk
for website / website/webpage Office of
webpage update update form to the Management
form and fill it out client. Information
properly. Systems
or
Staff
Software
Development
Unit
2. Give the filled- 2.1 Receives and None 3 minutes Staff
out form to the checks the Software
Software Unit website / Development
staff including all webpage update Unit
the information to form and the
be information to be
updated/posted posted from the
on the website. It client.
can be sentthru | 2.2 Creates or None 7 working days Staff
email or MS updates the Software
Teams via Website / Development
miso@tsu.edu.ph Webpage. Unit
3. Receives 3. Notifies the client None 3 minutes Staff
notification once once done. Software
the creation or Development
updating is done. Unit
7 Working
TOTAL: None Days & 9
Minutes

*The total turnaround time varies depending on the website/webpage being created or
updated.
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4. Process for Development of New Systems/Programs

The service allows clients to request a new Information System to aid in the ease of doing
business, to be developed in-house by the software development unit.

Development Unit (OMIS-SDU)
Classification: Highly Technical
Type of G2G — Government to Government
Transaction:
Who may avail: \ All TSU Employees
CHECKLIST OF REQUIREMENTS

O T-Ne] @I\ [e)sHl Office of Management Information Systems - Software
 Classification:

WHERE TO SECURE

1. Accomplished System / Program Office of Management Information Systems
Maintenance and Development Form or download at
(1 Original Copy) https://www.tsu.edu.ph/media/jdehiaui/tsu-

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

devt-form.docx
2. User Evaluation and Feedback Form Office of Management Information Systems

1 Original Cop
FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Get the 2. Provides the None 3 minutes Clerk
System/Progra System/Program Office of
m Maintenance Maintenance and Management
and Development Form Information
Development to the client. Systems
Form and fill it or
out properly. Staff
Software
Development
Unit
2. Give the filled- | 2.1 Receives and None 3 minutes Staff
out form to the checks the form for Software
Software Unit approval of the Development
staff. MISO Head. And Unit

notifies the client if
the request is

approved.

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

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

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

Unit

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

Unit
4. Answer the 4. Provides the User None 1 working day Staff
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User Evaluation and Software
Evaluation and Feedback Form. Development
Feedback Unit
Form.
5. Participate in 5. Proceed with the None 2 working days Staff
the training and training and Software
deployment. Deployment. Development
Unit
185 Working
TOTAL.: None Days, 1 Hour
& 9 Minutes
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5. Process for Report Generation

The service allows the clients to request information coming from the different systems

used by the university to aid decision making.

Office or Division:

Classification:
Type of
Transaction:

1906

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

Highly Technical

G2G — Government to Government

WALROEVEVCIE Al TSU Employees
CHECKLIST OF REQUIREMENTS ‘

WHERE TO SECURE

1. Accomplished Request for Data Form | Office of Management Information Systems,

TSU-MIS-SF-11 (1 Original Copy) Microsoft Forms or download at
https://www.tsu.edu.ph/media/lgimolvp/tsu-
mis-sf-11-request-for-data-form.docx
FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

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

Staff
Software
Development
Unit

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

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

to face or thru MS Unit
teams / emalil if
online transaction.
7 Working
TOTAL: None Days & 6
Minutes

*The total turnaround time varies depending on the report being requested by the client.
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1906

The service allows the clients to request for technical assistance whenever they encounter
a problem when using the different information systems of the university.

O T-Ne] @I\ [e)s Ml Office of Management Information Systems - Software
Development Unit (OMIS-SDU)

Classification: Highly Technical

Type of G2G — Government to Government

Transaction:

WALEOEYEVCIE A/l TSU Employees
CHECKLIST OF REQUIREMENTS \ WHERE TO SECURE

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

request-for-technical-assistance.docx
FEESTO PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. For Walk-In: 1. For Walk-In: None 3 minutes Staff
Proceed to Provide copy of the Software
Office of Request for Development
Management Technical Unit
Information Assistance form to
Systems and the client.
request for
data form and For Online:
properly fill out Send the link of the
the required MS Form to the
information. client.

For Online:
Send request
for the
Microsoft form
link to receive
the form

and provide
the needed
information.

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

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

the client if there are
clarifications with the
request.

4. Receive a 4. Notifies the client via None 3 minutes Staff
notification if phone call or MS
the request Teams that the
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has been request has been Software
addressed. addressed. Development
Unit
7 Working
TOTAL: None Days & 9
Minutes

*The total turnaround time varies depending on the report being requested by the client.
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Office of Alumni Affairs

External Services
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1. Processing of Request for Alumni ID Numbers

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

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

Office or Division: Office of Alumni Affairs (OAA)

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

Who may avail: TSU Alumni

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Accomplished Request for Alumni Office of Alumni Affairs or download at
Form TSU-AAO-SF-04 https://www.tsu.edu.ph/media/5zudnwlp/requ
(1 Original Copy) est-for-alumni-id.doc
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. For Face-to- 1.1For Face-to- None 5 minutes Staff-in-Charge
Face Face Office of Alumni
Transaction: Transaction: Affairs
Submit the Receives
accomplished submitted
Request for request form.
Alumni ID Form
to Office of For Online
Alumni Affairs. Transaction:
Downloads the
For Online form.
Transaction: 1.2 Verifies the None 2 working days
Send identity thru the
accomplished Alumni Database
Request for and inputs the
Alumni ID Form Alumni Number.
via email to

tsualumniassocia
tion@gmail.com.

2. For Face-to- 2. Releases Alumni None 10 minutes Staff-in-Charge
Face Number (via Office of Alumni
Transaction: email for online Affairs
Receive Alumni and hard copy
Number written for face-to-face
in paper. transaction) and

informs the client
For Online to proceed to
Transaction: Business Affairs
Receive Alumni and Auxiliary
Number thru Services Office
email at the 2" Floor

and present the
accomplished
Alumni Form for
the Processing
of Alumni ID.
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TOTAL: | None

2 Working
Days & 15
Minutes
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Office of the Vice President for Administration

Internal Services
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1. Processing of Endorsed Communication from the Office of the
University President

The service allows the processing of communications endorsed by the Office of the
University President. This involves the determination of appropriate office and action for
the endorsed communication.

Office or
Division:

Type of
Transaction:

Office of the Vice President for Administration (OVPA)

O E iU F Simple

G2G — Government to Government

1. Endorsement Form (1 Original Copy)

WALKUEYEVZIB Office of the University President

CHECKLIST OF REQUIREMENTS

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

CLIENT STEPS = AGENCY ACTIONS

WHERE TO SECURE

The client will provide

FEES TO PROCESSING

PERSON

1. Submit the
requirements
to the Office of
the Vice
President for
Administration.

BE PAID

TIME

RESPONSIBLE

endorsement to
concerned office/s
and receiving
office signs the
incoming and
outgoing

1.1 Receives and None 5 minutes Staff
reviews the Office of the
contents of the Vice President
endorsement. for

Administration

1.2Receives the None 1 minute Staff

endorsement, if Office of the
found complete Vice President
and correct, for
through the Administration
signing logbook of
the office where
the endorsement
originated from
and records the
endorsement in
the incoming and
outgoing
endorsement
logbook.

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

1.4Forwards None 1 hour Staff

Office of the
Vice President
for
Administration
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endorsement
logbook.
2 Working
TOTAL: None Days, 1 Hour
& 6 Minutes

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

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

Office of the Vice President for Administration (OVPA)
Simple

Division:
Classification:
Type of

Office or
 Classification:

. G2G - Government to Government
Transaction:

WALRUEYEVZIM TSU Colleges, Offices and Units

CHECKLIST OF REQUIREMENTS
A. FOR REQUEST LETTER

1. Letter (3 Original Copies)

B. FOR PURCHASE REQUEST
1. Approved Letter (1 Original Copy)

WHERE TO SECURE

The client will provide

The client will provide

2. Approved Project Procurement
Management Plan (PPMP)
(1 Photocopy)
C. FOR WORK ORDER
1. Approved Letter (1 Original Copy)
2. Approved Project Procurement
Management Plan (PPMP)
(1 Photocopy)
3. Approved Purchase Request (PR) and
Requisition and Issue Slip (RIS)
(4 Original Copies)
. FOR JOB ORDER
. Approved Letter (1 Original Copy)
. FOR PAYROLL / VOUCHER
. Approved Letter (1 Original Copy)
. Approved Project Procurement
Management Plan (PPMP)
(1 Photocopy)
3. Approved Purchase Request (PR) and
Requisition and Issue Slip (RIS)
(4 Original Copies)
. FOR REQUEST TO SERVE MEALS
1. Notice of Meeting (1 Photocop

CLIENT STEPS  AGENCY ACTIONS

1. Submit the 1.1 Receives and

The client will provide

| The client will provide

The client will provide

NI MmO

The client will provide

FEES TO PROCESSING
TIME

5 minutes

PERSON
RESPONSIBLE
Staff

BE PAID
None

requirements
to the Office of
the Vice
President for
Administration.

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

Office of the
Vice President
for
Administration
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Order, Job Order,
Payroll/Voucher, and
Request to serve
meal.)

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

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

Vice President
for
Administration

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

1 Working
TOTAL: None Day, 1 Hour &
6 Minutes

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

Internal Services
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1. Processing of Travel Order for Travel Requests

This service aims to accommodate the requests of TSU personnel for a driver and a
service to reach their destinations safely and on time.

Office or
Division:
Classification: Simple
Type of

Transaction:
WHLENEVAVZUHEE All TSU Faculty and Personnel

Motorpool Unit (MU)

G2G - Government to Government

CHECKLIST OF REQUIREMENTS \ WHERE TO SECURE

1. Accomplished and Approved Travel Downloadable at
Order TSU-ASU-SF-23 https://www.tsu.edu.ph/media/id5dfzr5/tsu-asu-
(1 Original Copy) sf-23-travel-order.docx

2. Accomplished Trip Ticket From Motorpool Unit

4 Original Copies

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit 1.1Checks the None 2 minutes Clerk/Staff
Approved important details Motorpool Unit
Travel Order. of Travel Order.
1.2Checks the None 3 minutes Clerk/Staff
availability of Motorpool Unit

service vehicle
and driver based
on the date and
time of travel.

2. Receive 2. Notifies the client None 2 minutes Clerk/Staff
notification and gives Motorpool Unit
about the confirmation if
assigned driver the request is
and university already
vehicle. schedule.

Note: If trip is

rescheduled, check
if there are available
university vehicle
and driver and
inform the client on
the details.

TOTAL: None 7 Minutes
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Accounting Unit

External Services
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1906

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

transactions.

Office or

Accounting Unit (AU)

Division:

O E iU F Simple

Type of
Transaction:

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

Who may avail: [
CHECKLIST OF REQUIREMENTS

1. Seminar/Training Fees (Research)
(1 Duplicate Copy)

2. Sale of Bidding Documents/Others
Pre-Assessment Slip/ Information
(1 Duplicate Copy)

3. Transfer of funds
Disbursement Voucher
(1 Duplicate Copy)

4. Assessment of consultation fees
(Research)
TSU-URO-SF-72 (1 Original Cop

CLIENT STEPS

FEES TO

PROCESSING
TIME

WHERE TO SECURE
The client will provide

PERSON

AGENCY ACTIONS

BE PAID

RESPONSIBLE

1. Present the 1.1 Opens the None 1 minute Staff
requirement TSU’s System for Accounting Unit
needed for the | Assessment:
particular checks if there’s
transaction at already an
the Accounting | account. Creates
Unit. an account if the

client is no account
(as needed).

1.2 Assesses None 2 minutes Staff
particular fee/s. Accounting Unit

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

TOTAL.: None 5 Minutes
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Internal Services
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1. Processing for Assessment of Fees for Other Payors
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The service allows clients/ other payors to avail assessment of their payment for various

transactions.

Office or

Accounting Unit (AU)

Division:

O E iU F Simple

Type of
Transaction:

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

Who may avail: [
CHECKLIST OF REQUIREMENTS

1. Seminar/Training Fees (Research)
(1 Duplicate Copy)

2. Sale of Bidding Documents/Others
Pre-Assessment Slip/ Information
(1 Duplicate Copy)

3. Transfer of funds
Disbursement Voucher
(1 Duplicate Copy)

4. Assessment of consultation fees
(Research)
TSU-URO-SF-72 (1 Original Cop

CLIENT STEPS

FEES TO

PROCESSING
TIME

WHERE TO SECURE
The client will provide

PERSON

AGENCY ACTIONS

BE PAID

RESPONSIBLE

1. Present the 1.1 Opens the None 1 minute Staff
requirement TSU’s System for Accounting Unit
needed for the | Assessment:
particular checks if there’s
transaction at already an
the Accounting | account. Creates
Unit. an account if the

client is no account
(as needed).

1.2 Assesses None 2 minutes Staff
particular fee/s. Accounting Unit

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

TOTAL.: None 5 Minutes
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2. Processing of Refund of Tuition and Other Fees, Overpayment,
Breakage Deposit, and Other Credit Balance

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

Office or Accounting Unit (AU)
Division:

Classification: | Complex

Type of _ G2C — Government to Citizen
Transaction:

Who may avail: Qualified TSU Students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

A. FOR REFUND OF TUITION AND OTHER FEES:
1. Official Receipt (1 Original Copy) The client will provide
2. Certificate of Registration
(1 Original Copy)
3. Accomplished Dropping Form
(1 Original Copy)
. Official Receipt of Revision Fee
(1 Original Copy)
. Client’s Contact Details / Number

. FOR REFUND OF OVERPAYMENT AND OTHER CREDIT
. Official Receipt (1 Duplicate Copy) The client will provide

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

C. FOR REFUND OF BREAKAGE DEPOSIT
1. Student ID (1 Original Copy) The client will provide

I

Nl IO O

2. Client’s Contact Details/ Number

FEES TO PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. For Online 1.1.1 For Online None 1 working day Staff
Request: Request: Accounting Unit
Send an e-mail Receives the
at email/ request,
acctg@tsu.edu. open Student
ph regarding the | Account in the
request and TSU Enrolment
attach complete System to check
requirements. and verify account
balance/ payments
if eligible for
refund, and prints
the complete
requirements
received from the
client.
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For Walk-in
application:
Present the
complete
requirements to
the Accounting
Office.

1.1.2 For Walk-in:
Receives
submitted
requirements and
opens Student
Account in the
TSU Enrolment
System to check
and verify account
balance/ payments
if eligible for
refund.

None

1 working day

Staff
Accounting Unit

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

None

3 working days

Staff
Accounting Unit

1.3 Forwards the
prepared
documents to
Budget and
Management Unit.

None

1 working day

Staff
Accounting Unit

TOTAL:

None

6 Working
Days

* FOR ONLINE REQUEST, all requirements shall be in PDF or JPEG Format
* REFUND is applicable when dropping the entire course within the first month after
enrolment. 15t week — 80% Refund; 2" to 4" week — 50% Refund
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3. Processing of Request for Re-Assessment/Adjustment of Student
Fees,and Checking of Student Account Balances

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

TR L. Accounting Unit (AU)
Classification: Simple
Type of
Transaction:
WALRUEYEVZ I TSU Students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

A. FOR ONLINE REQUEST

None None

G2C — Government to Citizen

B. FOR WALK-IN:

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

CLIENT STEPS  AGENCY ACTIONS FEES TO | PROCESSING PERSON

BE PAID TIME RESPONSIBLE
1. For Online 1.1.1 For Online None 1 working day Staff
Request: Send Request: Accounting Unit
an E-mail at Checks e-mail
acctg@tsu.edu.p from time to
h with the time and
following details: receive the
Name of request.
Student: 1.1.2 For Walk-In: None 1 minute Staff
Student Receives Accounting Unit
Number: submitted
Course: requirements
E-mail and opens
Address: Student
Account in the

State the TSU Enrolment
purpose whether System.
to verify account
balance or
request for re-
assessment /
adjustment of
fees’ schedule of
payment.
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1.2.1 For Online
Request:
Opens Student
Account in TSU
Enrolment
System, checks
account
balance and
reviews for
possible
reassessment/
adjustment of
fees as
requested in
accordance
with the
University
Policy.

For Walk-In
application:
Present the Pre-
Assessment /
Pre-registration
form or ID to the
Accounting
Office.

None

5 minutes

Staff
Accounting Unit

1.2.2 For Walk-In:
Checks
account
balance and
reviews for
possible
reassessment/
adjustment of
feesin
accordance
with the
University

policy.

None

3 minutes

Staff
Accounting Unit

2.1 For Online
Request:
Responds to
Student’s
Request
verification thru
e-mail.

2. For Online
Request: Check
e-mail for
response to
request /
verification.

None

5 minutes

For Walk-In:
Receive
response to
request.

2.2 For Walk-In:
Responds to
students’
request.

None

1 minute

Staff
Accounting Unit

TOTAL FOR ONLINE:

TOTAL FOR WALK-IN:

None

1 Working Day
& 10 Minutes

5 Minutes
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Cashiering Unit

External Services
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1. Process for Claiming of Checks 1906

This service allows an individual or business entity to claim payment for obligations
thru check.

Office or
Division:
O ENNiE M\l Simple

G2C - Government to Citizen

G2B — Government to Business Entity/ies

G2G - Government to Government

Who may avail: [
CHECKLIST OF REQUIREMENTS ‘

Cashiering Unit - Disbursement (CU)

Type of
Transaction:

WHERE TO SECURE

1. One (1) Valid ID (1 Original Copy) The client will provide
2. For Authorized Representative
a. Authorization or Special Power of
Attorney (SPA) - (1 Original Copy)
b. One (1) Valid ID of Representative
c. One (1) Valid ID of Payee with
Three (3) Specimen Signature
(1 Photocopy)
FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

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

inform the client of
the lacking.

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

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

Disbursement
Voucher.

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

TOTAL: None 20 Minutes
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This service intends to issue an Official Receipt to an individual after paying his/her
outstanding balance to the University.

Office or
Division:

Classification:
Type of
Transaction:

Who may avail:

Cashiering Unit- Collection (CU)

Simple

G2C - Government to Citizen

Existing TSU Students and Alumni

CHECKLIST OF REQUIREMENTS

1. Assessment Slip (1 Original Copy)

WHERE TO SECURE
Registrar Office or Business Center or
Accounting Office

2. Valid TSU ID (1 Original Cop

CLIENT STEPS

AGENCY ACTIONS

FEES
TO BE

PAID

The client will provide
PROCESSING

TIME

PERSON

RESPONSIBLE

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

necessary data to Cashiering Unit
the computerized

Collection

System.

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

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

TOTAL: | None 4 Minutes
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3. Processing of Request for Certificate of Payment for Lost Official
Receipt

This service intends to issue Certificate of Payment upon request of payee to
replace lost Official Receipt.

CD)_fﬂ_c_e or. Cashiering Unit — Collection (CU)
ivision:

Classification: G

Type of _ G2C - Government to Citizen
Transaction:

Who may avail: Existing TSU Students and Alumni

CHECKLIST OF REQUIREMENTS
1. Affidavit of Lost 1 (Original Copy)
2. Valid TSU ID (1 Original Cop

FEESTO PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE

WHERE TO SECURE
The client will provide

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

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

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

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

Php
20.00
TOTAL: per 10 Minutes
Transac
tion

*The total turnaround time considers the volume of clients, waiting time, queue and
internet connectivity issues.
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4. Process of Signing Student Clearance 1906

This service allows the university to determine if a student has outstanding balance
prior to clearing and signing of the student clearance.

O_ff|_c_e or. Cashiering Unit - Collection (CU)

Division:

Classification: NG

Type of S G2C - Government to Citizen

Transaction:

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

1. Student Clearance Form Office of Admission and Registration
(1 Original Copy)

2. Valid TSU ID (1 Original Cop The client will provide

FEESTO PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. Present Student | 1. Verifies if the None 1 minute Collecting Staff
Clearance Form student has an Cashiering Unit
to the outstanding
Cashiering Unit. balance.

2. If With 2. If With Outstan 2 minutes Collecting Staff
Outstanding Outstanding ding Cashiering Unit
Balance: Balance: balance
Settle unpaid Informs student of
balance. his / her

outstanding
balance/s, if any.
If Without
Outstanding
Balance:
Proceed to
Agency Action
No. 3.

3. Receive duly 3. Signs the Student None 1 minute Collecting Staff
signed Student Clearance after Cashiering Unit
Clearance. settling the

outstanding
balance, if any.
TOTAL FOR CLIENT WITH O‘ét.Sta” i
OUTSTANDING BALANCE: | _ &'"9 Inutes
Balance
TOTAL FOR CLIENT WITHOUT None 4 Minutes
OUTSTANDING BALANCE:
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1. Process for Claiming of Checks

This service allows an individual or business entity to claim payment for obligations
thru check.

Office or
Division:
O ENNiE M\l Simple

G2C - Government to Citizen

G2B — Government to Business Entity/ies

G2G - Government to Government

Who may avail: [
CHECKLIST OF REQUIREMENTS

Cashiering Unit - Disbursement (CU)

Type of
Transaction:

WHERE TO SECURE

1. One (1) Valid ID (1 Original Copy) The client will provide

2. For Authorized Representative
a. Authorization or Special Power of
Attorney (SPA) - (1 Original Copy)

b. One (1) Valid ID of Representative
c. One (1) Valid ID of Payee with
Three (3) Specimen Signature
(1 Photocopy)
FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

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

inform the client of
the lacking.

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

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

Disbursement
Voucher.

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

TOTAL: None 20 Minutes
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This service intends to issue an Official Receipt to an individual after paying his/her

outstanding balance to the University.

CD)_fﬂ_c_e or. Cashiering Unit- Collection (CU)
ivision:

Classification: NG

Type of . G2C - Government to Citizen
Transaction:

Who may avail: Existing TSU Students and Alumni

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

3. Assessment Slip (1 Original Copy)

Registrar Office or Business Center or
Accounting Office

4.Valid TSU ID (1 Original Cop

CLIENT STEPS | AGENCY ACTIONS

FEES
TO BE
PAID

The client will provide
PROCESSING

TIME

PERSON
RESPONSIBLE

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

necessary data to Cashiering Unit
the computerized

Collection

System.

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

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

TOTAL: | None 4 Minutes
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3. Processing of Request for Certificate of Payment for Lost Official

Receipt

This service intends to issue Certificate of Payment upon request of payee to
replace lost Official Receipt.

Office or
Division:

Classification:
Type of
Transaction:

Who may avail:

Cashiering Unit — Collection (CU)

Simple

G2C - Government to Citizen

Existing TSU Students and Alumni
CHECKLIST OF REQUIREMENTS
1. Affidavit of Lost 1 (Original Copy)

1. Inform
Collection
Window the
intent to request
for Certificate of
Payment and

2. Valid TSU ID (1 Original Cop

CLIENT STEPS

AGENCY ACTIONS

1. Verifies
correctness of the
Affidavit of Loss
and ID Number.

BE PAID
None

WHERE TO SECURE
The client will provide

FEESTO PROCESSING

TIME
5 minutes

PERSON

RESPONSIBLE

Collecting Staff
Cashiering Unit

present
pertinent
requirements.

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

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

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

Php
20.00
TOTAL: per 10 Minutes
Transac
tion

*The total turnaround time considers the volume of clients, waiting time, queue and
internet connectivity issues.
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4. Process of Signing Student Clearance 1906

This service allows the university to determine if a student has outstanding balance
prior to clearing and signing of the student clearance.

O_ff|_c_e or. Cashiering Unit - Collection (CU)

Division:

Classification: NG

Type of S G2C - Government to Citizen

Transaction:

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

1. Student Clearance Form Office of Admission and Registration
(1 Original Copy)

2. Valid TSU ID (1 Original Cop The client will provide

FEESTO PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. Present Student | 1. Verifies if the None 1 minute Collecting Staff
Clearance Form student has an Cashiering Unit
to the outstanding
Cashiering Unit. balance.

2. If With 2. If With Outstan 2 minutes Collecting Staff
Outstanding Outstanding ding Cashiering Unit
Balance: Balance: balance
Settle unpaid Informs student of
balance. his / her

outstanding
balance/s, if any.
If Without
Outstanding
Balance:
Proceed to
Agency Action
No. 3.

3. Receive duly 3. Signs the Student None 1 minute Collecting Staff
signed Student Clearance after Cashiering Unit
Clearance. settling the

outstanding
balance, if any.
TOTAL FOR CLIENT WITH O‘ét.Sta” i
OUTSTANDING BALANCE: | _ &'"9 Inutes
Balance
TOTAL FOR CLIENT WITHOUT None 4 Minutes
OUTSTANDING BALANCE:
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5. Process of Claiming Cash Benefits (OVER-THE-COUNTER) e

This service allows the students with cash benefits from scholarships, assistant
wages, refunds, and allowances to claim their cash in the Cashiering Office by Over-
the-Counter processing.

Office or
Division:
Classification: Simple

Type of _ G2C - Government to Citizen
Transaction:

Who may avail: Existing TSU Students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Valid TSU ID (1 Original Copy) The client will provide
2. For Authorized Representative
a. Authorization or Special Power of
Attorney (SPA) - (1 Original Copy)
b. One (1) Valid ID of Representative
(1 Original Copy)
3. One (1) Valid ID of Payee with Three
3) Specimen Signature (1 Photocop

Cashiering Unit — Disbursement (CU)

FEESTO PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Present valid ID | 1. Checks the None 3 minutes Collecting Staff
or needed completeness of Cashiering Unit
requirements if requirements.
transacting as
authorized
representative.
2. Sign on the 2. Requires the None 2 minutes Collecting Staff
payroll. student to sign Cashiering Unit
the payroll.

3. Receive cash. 3. Releases cash None 2 minutes Collecting Staff
benefits to the Cashiering Unit
student or
representative.

TOTAL: | None 7 Minutes
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1. Processing of Request for Pre-Repair Inspection, Repair, and Other
Services

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

Office of Facilities Development and Management — Facilities
Maintenance Unit (OFDM — FMU)
Minor Repairs — Simple
Classification: Major Repairs — Highly Technical
Job Outs — Simple
G2C- Government to Citizen
G2G- Government to Business Entity/ies
G2G- Government to Government
Who may avail: | TSU Employees, Students, Office Occupants, and Stakeholders.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Office or Division:

Type of
Transaction:

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

2. If there is no available material/s, The client will provide

(For Internal Clients Only)

Request for Funding through Letter
addressed to the University President
1 Original Cop

CLIENT STEPS | AGENCY ACTIONS

FEESTO PROCESSING PERSON

BE PAID TIME RESPONSIBLE
1. Submit the 1.1 Receives, None 2 minutes Clerk
Accomplished records, and Facilities
and Duly Signed documents the Maintenance
requirement/s to submitted Unit
the Facilities document.
Maintenance 1.2 Forwards the None 3 minutes Clerk
Unit. submitted Facilities
documents to the Maintenance
Unit Head. Unit
1.3 Assigns None 30 minutes Unit Head
Maintenance Staff Facilities
to conduct a pre- Maintenance
repair inspection Unit

to determine the
repair to be done.

1.4 Conducts pre- None 1 hour Maintenance
repair inspection Staff
to determine the Facilities
damage and Maintenance
materials needed. Unit
2. Receives 2.1 Discusses the None 15 minutes Unit Head
notification or e- final evaluation of Facilities
mail for the request for Maintenance
evaluation of pre-repair. Unit
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repair.

1 hour

Major Repairs:
7 working days

pre-repair 2.2 Forwards the None 15 minutes Maintenance
request. Return Notice for Staff
Repair Form as Facilities
notification to the Maintenance
request for repair. Unit
. Receives the 3.1 If the materials None 30 minutes Clerk
notification if are available: Facilities
there are Prepares Maintenance
available Requisition and Unit
materials or Issuance Slip
none, or Return then, forwards to
Notice of Repair the Supply and
if the repair is Property
for Job Ouit. Management Unit
for Approval.
Note: If the
client receives For Job Out
Notice of related work or
Repair, submits No available Unit Head
the Request for material/s: Facilities
Funding through Prepares Return Maintenance
Letter Notice of Repair, Unit
addressed to Purchase
the University Request, and
President to the Requisition and
Office of the Issuance Slip or
University Job Order.
President for 3.2 If the materials None 20 minutes Maintenance
approval. are available: Staff
Prepares all the Facilities
Materials needed. Maintenance
Unit
For Job Out
Related Work or Clerk
No Available Facilities
Material/s: Maintenance
Forwards the Unit
approved Request
for Funding
Purchase
Request, and
Requisition and
Issuance Slip or
Job Order to the
Procurement
Office.
3.3 Conducts the None Minor Repair: Maintenance

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

4.2 For Job Out None 30 minutes Unit Head
Related Work: Facilities
Prepares the post Maintenance
Repair Inspection Unit
Report Form and
forward to Staff
Technical Facilities
Working Maintenance
Committee to Unit
conduct of post
repair Inspection.

4.2 For Job Out None 15 minutes Maintenance
Related Work: Staff
Collects excess Facilities
unused materials Maintenance
will return to Unit
Office of Facilities
Development and
Management
stock room for
safekeeping.

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

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

TOTAL IF THERE IS AVAILABLE None 4 Hours & 5
MATERIAL/S (MINOR REPAIRS): Minutes
TOTAL IF THERE IS AVAILABLE | Dgy\é\’%rﬂggrs
MATERIAL/S (MAJOR REPAIRS): T
& 45 Minutes
TOTAL IF THE REPAIR IS FOR JOB 4 Hours & 20
. None :
OUT: Minutes

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

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

report was actually undertaken.

Office or Division:

Classification:

Type of
Transaction:

Who may avail: | TSU Employees, Students, Office Occupants, and Stakeholders.

Office of Facilities Development and Management — Facilities
Maintenance Unit (OFDM — FMU)

Job Outs — Simple

Minor Repairs — Simple
Major Repairs — Highly Technical

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

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

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

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

Request for Funding through Letter
addressed to the University President
1 Original Cop
FEES TO PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE

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

Maintenance 1.2 Forwards the None 3 minutes Clerk
Unit. submitted Facilities
documents to the Maintenance
Unit Head. Unit
1.3 Assigns None 30 minutes Unit Head
Maintenance Staff Facilities
to conduct a pre- Maintenance
repair inspection Unit
to determine the
repair to be done.
1.4 Conducts pre- None 1 hour Maintenance
repair inspection Staff
to determine the Facilities
damage and Maintenance
materials needed. Unit

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

1 hour

Major Repairs:
7 working days

pre-repair 2.2 Forwards the None 15 minutes Maintenance
request. Return Notice for Staff
Repair Form as Facilities
notification to the Maintenance
request for repair. Unit
. Receives the 3.1 If the materials None 30 minutes Clerk
notification if are available: Facilities
there are Prepares Maintenance
available Requisition and Unit
materials or Issuance Slip
none, or Return then, forwards to
Notice of Repair the Supply and
if the repair is Property
for Job Ouit. Management Unit
for Approval.
Note: If the
client receives For Job Out
Notice of related work or
Repair, submits No available Unit Head
the Request for material/s: Facilities
Funding through Prepares Return Maintenance
Letter Notice of Repair, Unit
addressed to Purchase
the University Request, and
President to the Requisition and
Office of the Issuance Slip or
University Job Order.
President for 3.2 If the materials None 20 minutes Maintenance
approval. are available: Staff
Prepares all the Facilities
Materials needed. Maintenance
Unit
For Job Out
Related Work or Clerk
No Available Facilities
Material/s: Maintenance
Forwards the Unit
approved Request
for Funding
Purchase
Request, and
Requisition and
Issuance Slip or
Job Order to the
Procurement
Office.
3.3 Conducts the None Minor Repair: Maintenance

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

4.2 For Job Out None 30 minutes Unit Head
Related Work: Facilities
Prepares the post Maintenance
Repair Inspection Unit
Report Form and
forward to Staff
Technical Facilities
Working Maintenance
Committee to Unit
conduct of post
repair Inspection.

4.2 For Job Out None 15 minutes Maintenance
Related Work: Staff
Collects excess Facilities
unused materials Maintenance
will return to Unit
Office of Facilities
Development and
Management
stock room for
safekeeping.

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

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

TOTAL IF THERE IS AVAILABLE None 4 Hours & 5
MATERIAL/S (MINOR REPAIRS): Minutes
TOTAL IF THERE IS AVAILABLE | Dgy\é\’%rﬂggrs
MATERIAL/S (MAJOR REPAIRS): T
& 45 Minutes
TOTAL IF THE REPAIR IS FOR JOB 4 Hours & 20
. None :
OUT: Minutes

Note: The repair is for Job Out if the requested repair is not within the scope of expertise
of the Maintenance Staff.
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Note: For Job Out requests, the Facilities Maintenance Unit is only responsible for the
submission of requirements to the TSU Procurement Office. In addition, the request is
covered by Republic Act 9184, the Government Procurement Reform Act, under the
Procurement Office. The timeliness of delivery of service by the Procurement Office
depends on the processing time declared in their Citizen’s Charter.
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This service allows TSU students and personnel to avail the janitorial services of the
university to maintain the cleanliness and hygiene of TSU facilities, offices, units and

colleges.

Office or

Division:

Classification:

Type of
Transaction:

Who may avail:

Facilities Development and Management Office —Janitorial and

Ground Services Unit (FDMO-JGSU)

Simple

G2C - Government to Citizen

G2G - Government to Government

TSU Students and Personnel

CHECKLIST OF REQUIREMENTS ‘

WHERE TO SECURE

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

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

subject for the
approval by the
Facilities
Development and
Management
Office Director /
Vice President for
Administration
and Finance
because of paid
overtime, if
necessary.

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

the deployment of Unit
Janitorial and

Ground Services

Unit Personnel.

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

Ground Services
Unit

2.3 Segregates and None 5 minutes Cleaning

disposes waste Personnel

per offices and
classrooms.

Janitorial and
Ground Services
Unit

124



o
&
=
o
vz
18906
2.4 Transports all None 20 minutes Cleaning
collected Personnel
recyclable/ non- Janitorial and
recyclable waste Ground Services
and hazardous Unit
waste to waste
storage area.
3. Rate the quality | 3. Instructs client to None 15 minutes Cleaning
of service fill out Customer Personnel
rendered by Satisfaction Form Janitorial and
filling out the and files the Ground Services
Customer records for the Unit
Satisfaction Accomplished
Form. task on the
cleaning checklist.
TOTAL:| None | 1+ Hour&30
Minutes
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1. Processing of Material Approval Request

This service allows contractors to request for the approval of materials to be used in the
construction of infrastructure projects within the University premises. This is carried out to
ensure that the materials used are in accordance with the contract's standards and

specifications.

Office or Division:

Who may avail:

CHECKLIST OF REQUIREMENTS
1. Duly Filled-Out Material Approval

Request Form (1 Original Copy)

(FDMO-MU)

Facilities Development and Management Unit — Monitoring Unit

Classification: Simple

I CIRICUEE S IiHl G2B-Government to Business Entity/ies

Contractors for the University Infrastructure Projects

WHERE TO SECURE
Facilities Development and Management
Office—Monitoring Unit (FDMO-MU)

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the 1.1 Receives the None 10 minutes Project-in -
filled-out filled-out form and Charge
Material material sample for Monitoring Unit
Approval validation and
Request Form review.
to the 1.2 Logs the None 15 minutes Project-in -
Monitoring Unit. submitted Material Charge
Approval Request Monitoring Unit
Form in the
incoming
communications
log.

1.3 Validates if the None 5 hours Evaluator/s
proposed item is in Monitoring Unit
accordance with
the contract’'s
standards and
specifications.

Note: If not in
accordance, put
“disapproved” on
the remarks and
resubmit another
material subject for
approval.

1.4 Signs the None 10 minutes Project-in -
Material Approval Charge
Request Form. Monitoring Unit

Unit Head
Monitoring Unit

1.5 Logs the None 15 minutes Project-in -
contractor’s copy Charge
in the out-going Monitoring Unit
communications
log.
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1.6 Advises the None 10 minutes Project-in-
contractor or its Charge
authorized Monitoring Unit
representative to
receive their copy.

2. Receive the 2. Releases the None 10 minutes Project-in-
signed Material signed Material Charge
Approval Approval Request Monitoring Unit
Request Form Form copy.
copy.

TOTAL: | None | ©Hours&10
Minutes
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1. Processing of Service Request for Design Layout

This service allows clients to request for assistance in designing a layout for a project
and/or provide preliminary scheme and alter the design/scheme based on the client’s inputs
and comments.

Office or Division: Office of Facilities Development and Management — Planning
and Design Unit (OFDM-PDU)

Classification/s: Highly Technical

IV CRIRICUEEG B G2G — Government to Government
G2C — Government to Citizen
Who may avail: Employees, Units, Offices, Colleges and Existing Students of the
Universit

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Accomplished Service Request Office of Facilities Development and
TSU-PMU-SF-33 - (1 Original Copy) Management or download at

https://www.tsu.edu.ph/media/v5ye4cfq/tsu-
CLIENT STEPS AGENCY ACTION

pmu-sf-33-service-request-slip.docx
FEES TO PROCESSING PERSON

BE PAID TIME RESPONSIBLE
1. Submit the 1.1 Receives and None 10 minutes Clerk

necessary logs the Service Office of Facilities
requirements Request in the Development and
to the Office logbook and Management
of Facilities determines the
Development control number
and then, forwards to
Management. | the Director.

1.2 Reviews the None 30 minutes Director
description and Office of Facilities
purpose of the Development and
request and Management
determines if the
request is

approved or
disapproved.

1.3 Forwards the None 3 minutes Clerk
Service Request Office of Facilities
to the Head of the Development and
Planning and Management
Design Unit if
approved.

Note: If
disapproved,

return the Service
Request Form to
the client, and
inform them of the

reason for
disapproval.

1.4 Issues the None 10 minutes Clerk
Claim Stub with Office of Facilities
the following Development and
information: Management
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Name of the
Requestor:
Office / Unit /
College:

Date Filed:
Control Number:
Claiming Date of
Request:

1.5 Assigns a None 20 minutes Unit Head
Personnel-in- Planning and
Charge for the Design Unit
request.

2. Attend the 2.1 Conducts Client None 2 working days | Project-in-Charge
Client Conference Planning and
Conference. through site Design Unit

investigation with
the Requesting
Office for
interview and data
gathering using
the Client
Conference Form.

2.2 Prepares the None 6 working days | Project-in-Charge
preliminary Planning and
scheme using the Design Unit
gathered data as
reference and
submits it for
approval.

2.3 Reviews and None 8 hours Unit Head
approves the Planning and
preliminary Design Unit
scheme.

2.4 Forwards the None 20 minutes Project-in-Charge
approved Planning and
preliminary Design Unit
scheme to the
client and notifies
them about the
2 Client
Conference.

3. Review the 3.1 Conducts 2™ None 3 working days | Project-in-Charge
preliminary Client Conference Planning and
scheme. for additional Design Unit

inputs or
comments.

3.2 Completes the None 5 working days | Project-in-Charge
preliminary Planning and
scheme based on Design Unit
the inputs of
Request
Office/End-user
and submits to the
Unit Head for
approval.

3.3 Checks the None 8 hours Unit Head
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completed Planning and
preliminary Design Unit
scheme.

3.4 Revises the None 2 working days | Project-in-Charge
complete drawing Planning and
as to the Design Unit
suggestions and
comments of the
Unit Head.

3.5 Prints the None 2 hours Project-in-Charge
approved working Planning and
drawings and Design Unit
endorses to the
Clerk.

. Return the 4. Receives and None 30 minutes Clerk
claim stub to signs the claim Office of Facilities
the Office of stub, releases the Development and
Facilities requested design Management
Development layout, and asks
and the client to affix
Management their signature in
(OFDM), the claim stub
receive the upon receipt of
requested request.
design layout
and fill out the
outgoing
logbook.

TOTAL: | None 20 Working
Days
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Business Affairs and
Auxiliary Services Office

External Services

133



1. Processing of Request to Use the University Facilities

The service allows clients to request the use of different facilities of the

various purposes.

1906

University for

Office or Division:

Business Affairs & Auxiliary Services Office (BAASO)

Classification:

Simple

G2C - Government to Citizen
G2G - Government to Government

Type of
Transaction:

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

Who may avail:

The client will provide

Student Organizations Recognized by the University

WHERE TO SECURE

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

FEES TO PROCESSING
CLIENT STEPS AGENCY ACTIONS ' BE PAID TIME

Office of the University President

PERSON

RESPONSIBLE

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

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

(See
rental
matrix
below)

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

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

Rate of

the
TOTAL: | Facilities 16 Minutes
Being
Rented

RATES OF RENTAL OF FACILITIES

FACILITIES

RATES

TSU GYMNASIUM

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

AVR MAIN, CET
AVR AND BAASO
AVR

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

VIP LOUNGE &
ALUMNI CENTER

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

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

CLASSROOMS per Hour THEREAFTER

b. Non — Aircon: PHP 150.00 per Hour
LED PHP 9,900.00 per Hour & PHP 2.75 per Second
LUCINDA CAMPUS | a. With Electricity: PHP 2, 500.00 per Day
COVERED COURT | b. Without Electricity: PHP 1, 500.00 per Day
PROMOTIONAL a. With Electricity: PHP 1,000.00 per Day
ACTIVITIES b. Without Electricity: PHP 300.00 per Day
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2. Digital Studio RFID Processing — For Alumni IDs

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

Office or Division:

Classification:
Type of
Transaction:
Who may avail:

1906

Business Affairs & Auxiliary Services Office (BAASO)

Simple

G2C — Government to Citizen

Alumni

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Alumni ID Number (1 Original Copy) Alumni Affairs Office
2. Official Receipt (1 Original Copy) Cashiering Unit
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Present alumni | 1.1 Receives and None 3 minutes Clerk
ID Number verifies the Digital Studio —
given by the information on Business Affairs
Alumni Office. the log sheet and and Auxiliary
forms provided. Services Office
1.2 Calls the client None 10 minutes Clerk
next in line and Digital Studio —
take a photo for Business Affairs
the ID. and Auxiliary
Services Office
1.3Processes the None 5 minutes Clerk
Alumni ID for Digital Studio —
releasing. Business Affairs
and Auxiliary
Services Office
2. Receive the 2. Releases the None 2 minutes Clerk
Alumni ID. Alumni ID. Digital Studio —
Business Affairs
and Auxiliary
Services Office
TOTAL: None 20 Minutes

Note: The total turnaround time considers the volume

waiting time, queue and connectivity state of the system.
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Business Affairs and
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1. Processing of Request to Use the University Facilities

The service allows clients to request the use of different facilities of the

various purposes.

1906

University for

Office or Division:

Business Affairs & Auxiliary Services Office (BAASO)

Classification:

Simple

G2C - Government to Citizen
G2G - Government to Government

Type of
Transaction:

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

Who may avail:

The client will provide

Student Organizations Recognized by the University

WHERE TO SECURE

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

FEES TO PROCESSING
CLIENT STEPS AGENCY ACTIONS ' BE PAID TIME

Office of the University President

PERSON

RESPONSIBLE

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

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

(See
rental
matrix
below)

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

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

Rate of

the
TOTAL: | Facilities 16 Minutes
Being
Rented

RATES OF RENTAL OF FACILITIES

FACILITIES

RATES

TSU GYMNASIUM

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

AVR MAIN, CET
AVR AND BAASO
AVR

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

VIP LOUNGE &
ALUMNI CENTER

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

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

CLASSROOMS per Hour THEREAFTER

b. Non — Aircon: PHP 150.00 per Hour
LED PHP 9,900.00 per Hour & PHP 2.75 per Second
LUCINDA CAMPUS | a. With Electricity: PHP 2, 500.00 per Day
COVERED COURT | b. Without Electricity: PHP 1, 500.00 per Day
PROMOTIONAL a. With Electricity: PHP 1,000.00 per Day
ACTIVITIES b. Without Electricity: PHP 300.00 per Day
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2. Processing of Application for Vehicle Gate Pass

1906

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

Office or
Division:
Classification:
Type of
Transaction:

Who may avail:

CHECKLIST OF REQUIREMENTS

Business Affairs & Auxiliary Services Office (BAASO)

Simple

G2C - Government to Citizen
G2G - Government to Government

TSU Students and Employees

WHERE TO SECURE

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

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

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

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

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

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

(1 Photocopy)
AGENCY FEES TO PROCESSING PERSON
SElErEEH ACTIONS BE PAID TIME RESPONSIBLE

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

and Services Office
completeness of

submitted

documents.

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

fees to settle. Services Office

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

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

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

The service allows clients to request re-issuance of ID due to lost and/ or worn-out

university identification cards.
Office or Division:

| Business Affairs & Auxiliary Services Office (BAASO)
Classification:

| Simple
Type of G2C — Government to Citizen
Transaction:

G2G - Government to Government

Faculty & Personnel of the University
Students

CHECKLIST OF REQUIREMENTS
A. FOR EMPLOYEES

Who may avail:
WHERE TO SECURE

Human Resource Development and
Management Office

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

2. For Request for Re-ID — Charge Slip Business Affairs and Auxiliary Services Office

(1 Original Copy)

B. FOR STUDENTS (Lost ID)

1. Affidavit of Loss (1 Original Copy) The client will provide

2. Official Receipt of Payment for Re-ID Cashiering Unit

(1 Original Copy)

C. WORN-OUT OR DAMAGED ID

1. Official Receipt of Payment for Re-ID Cashiering Unit

(1 Original Copy)

(1 Photocopy)

2. Certificate of Registration

The client will provide

1 Original Cop
CLIENT STEPS

3. Worn-Out or Damaged ID

AGENCY ACTIONS

PERSON
RESPONSIBLE

PROCESSING
TIME

FEES TO
BE PAID

1. For Employees | 1. For Employees None 5 minutes Clerk
(New ID): (New ID): Digital Studio —
Present Request Receives and Business Affairs
Slip for ID. verifies Request and Auxiliary

Slip. Services Office
For Employees For Employees PHP 5 minutes
(Re-ID): (Re-ID): 160.00
Present Charge Receives and
Slip to Business verifies charge
Affairs and slip.
Auxiliary
Services Office.
For Students For Students Clerk
(Lost ID): (Lost ID): None 2 minutes Digital Studio —
Present pertinent | 1.1 Checks and Business Affairs
requirements to verifies submitted and Auxiliary
Business Affairs requirements. Services Office
and Auxiliary
Services Office 1.2 Issues
and secure Assessment Form None 3 minutes
Assessment for the fees to
Form. settle.

141




Note: Student
must report lost
ID to Students

Radio Frequency
Identification
(RFID) Card, to
Business Affairs
and Auxiliary
Services Office.

Identification
(RFID) Card.

Affairs and

Services.

For Worn-Out / For Worn-Out / PHP 5 minutes Staff
Damaged ID: Damaged ID: 160.00 Cashiering Unit
Settle fee Process payment

charged for re-ID for re-ID.

at Cashiering

Unit.

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

Identification

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

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

Identification

(RFID) Card.

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

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

5. For Students . For Students None 10 minutes Clerk
(Lost ID): (Lost ID): Digital Studio —
Receive Radio Releases Radio Business Affairs
Frequency Frequency and Auxiliary
Identification Services Office
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(RFID) Card and Identification

fill out the log (RFID) Card.

sheet.

TOTAL FOR EMPLOYEE REQUESTING PHP 45 Minutes

FOR NEW IDENTIFICATION (ID) CARD: | 260.00

TOTAL FOR EMPLOYEE REQUESTING PHP 45 Minutes
FOR RE-IDENTIFICATION (ID) CARD: | 160.00

TOTAL FOR STUDENTS REQUESTING PHP 1 Hour
FOR NEW IDENTIFICATION (ID) CARD: | 260.00

TOTAL FOR CLIENT WITH WORN-OUT / PHP 50 Minutes
DAMAGED IDENTIFICATION (ID) CARD: | 160.00

Note: The total turnaround time considers the volume of the clients availing the service,
waiting time, queue and connectivity state of the system.
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1. Processing of Request for Personnel-Related Documents and Reports

The service allows retrieval or acquisition of documents archived and documented by the
office for the benefit of the concerned personnel or for any legal purposes it may be used.

 Office or Division:

| Human Resource Development and Management Office (HRDMO)
Classification: | Complex
Type of G2C - Government to Citizen

Transaction:
Who may avail: Current and Former University Personnel

CHECKLIST OF REQUIREMENTS | WHERE TO SECURE

1. Request Letter with Attachment/s, if any | The client will provide
(1 Original Copy)
FEESTO PROCESSING PERSON
CLIENT STEPS  AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. Submit the 1.1 Receives the None 1 minute Messenger
request letter with submitted Human
attachments, if document/s. Resource
any, to the Human Development
Resource and
Development and Management
Management Office
Office. 1.2 Verifies None 1 minute Concerned Unit

submitted Head
document/s. Human

Resource

Development
and
Management
Office
1.3 Informs the None 1 minute Messenger
client about the Human
release date of Resource

the requested Development
document. and
Management
Office
1.4 Prepares the None 4 working days Staff
requested Human
personnel-related Resource
documents and/or Development
reports. and
Management
Office

or

Concerned Unit
Head
Human
Resource
Development
and
Management
Office

2. Receive the 2. Releases the None 2 minutes Messenger
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requested requested Human
document and/or document/s and/or Resource
report. reports. Development
and
Management
Office
4 Working
TOTAL: None Days & 5
Minutes
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1. Processing of Request for Personnel-Related Documents and Reports

The service allows retrieval or acquisition of documents archived and documented by the
office for the benefit of the concerned personnel or for any legal purposes it may be used.

 Office or Division:

| Human Resource Development and Management Office (HRDMO)
Classification: | Complex
Type of G2C - Government to Citizen

Transaction:
Who may avail: Current and Former University Personnel

CHECKLIST OF REQUIREMENTS | WHERE TO SECURE

1. Request Letter with Attachment/s, if any | The client will provide
(1 Original Copy)
FEESTO PROCESSING PERSON
CLIENT STEPS  AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. Submit the 1.1 Receives the None 1 minute Messenger
request letter with submitted Human
attachments, if document/s. Resource
any, to the Human Development
Resource and
Development and Management
Management Office
Office. 1.2 Verifies None 1 minute Concerned Unit

submitted Head
document/s. Human

Resource

Development
and
Management
Office
1.3 Informs the None 1 minute Messenger
client about the Human
release date of Resource

the requested Development
document. and
Management
Office
1.4 Prepares the None 4 working days Staff
requested Human
personnel-related Resource
documents and/or Development
reports. and
Management
Office

or

Concerned Unit
Head
Human
Resource
Development
and
Management
Office

2. Receive the 2. Releases the None 2 minutes Messenger
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requested requested Human
document and/or document/s and/or Resource
report. reports. Development
and
Management
Office
4 Working
TOTAL: None Days & 5
Minutes
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1906

1. Process of Request for Issuance of DBP Certification

The service allows employees to have their ATM Cards to easily obtain their salaries in
no time.

Office or Division:

Recruitment, Selection and Promotion Unit - Human Resource
Development and Management Office

Simple

G2G — Government to Government

Employees who have rendered at least one (1) month in the
Universit

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

None -

Classification:
Type of Transaction:
Who may avail:

FEES TO PROCESSIN PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID G TIME RESPONSIBLE

1. Inform the staff of 1. Verify if the client None 1 minute Clerk
Recruitment, had rendered at Recruitment,
Selection and least one month in Selection and
Promotion (RSP) the university. Promotion Unit
regarding the DBP
Certification
request.

2. Inform the staff of 2. Prepare the DBP None 2 minutes Clerk
Recruitment, Certification. Recruitment,

Selection and Selection and
Promotion (RSP) Promotion Unit
regarding the DBP
Certification request.

3. Receive the 3. Issue the requested None 2 minutes Clerk
requested DBP DBP Certification. Recruitment,
Certification. Selection and

Promotion Unit
TOTAL: None 5 Minutes
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1. Processing of Request for Issuance of Performance Evaluation Related
Documents

The service allows the issuance of performance evaluation related documents such as the
Individual Performance Commitment and Review (IPCR)/ Department Performance
Commitment and Review (DPCR), Faculty Evaluation and Performance Evaluation of non-
plantilla item holders of non-teaching personnel, and Performance Appraisal of lecturers,
to be used for any legal purpose needed.

(][RI @PI\{[e]s I Human Resource Development and Management Office —
Performance Management Unit (HRDMO — PMU)
Classification: Simple
Type of G2C — Government to Citizen
Transaction: G2G — Government to Government
Who may avail: All Active and Inactive TSU Employees

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Fully accomplished Certification/ Performance Management Unit or Fill out
Documents Request Slip the Microsoft Form at http://bit.ly/3q4tT29
TSU-HRD-SF-26 — (1 Original Copy)

2. For Authorized Representative The client will provide

a. Authorization Letter
(1 Original Copy)

b. One (1) Valid ID of Representative
(1 Photocopy)

c. One (1) Valid ID of Requesting

personnel with Three (3) Specimen

Signature (1 Photocop

FEES

PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TPCZIIBDE TIME RESPONSIBLE

1. For Walk-in 1. For Walk-in None 5 minutes Staff
Application: Application: Performance
Submits the Receives the Management
accomplished submitted Unit
Certification/ Certification/

Documents Documents

Request Slip. Request Slip.

For Online: For Online

Fill out the Application:

Microsoft form Visits the

(http://bit.ly/394tT database to

29) check and verify
new request/s.

2. Answers 2.1 Asks question for | None 5 minutes Staff
additional confirmation. Performance
questions for the Management
confirmation of Unit
the requested
documents.
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2.2For IPCR/DPCR
Request:
Prints the
scanned copy of
IPCR/DPCR.

For Faculty
Evaluation
Request:
Generates and
Prints the
Faculty
Evaluation
Result through
Automated
Faculty
Evaluation
System (AFES).

For
Performance
Rating of Non-
Plantilla Item
Request:
Generates and
Prints the Non-
Teaching

(Job Order)
Evaluation
Result through
Automated
Evaluation
System for Non-
Teaching
Personnel
(AES-NTP).

For
Performance
Appraisal
Request:
Scans and prints
the copy of
Performance
Appraisal
Instrument
(TSU-HRD-SF-
17 and TSU-
HRD-SF-18).

None

None

None

None

30 minutes

30 minutes

30 minutes

45 minutes

Staff
Performance
Management

Unit

2.3 Cetrtifies the
requested
document/s.

None

15 minutes

Unit Head
Performance
Management

Unit
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. Receives the 3.1Releases the None 5 minutes Staff
signed and signed and Performance
certified true certified Management
copy request documents to the Unit
document and fill requesting
out the Request personnel.
Documents 3.2Have them sign None 5 minutes Staff
Logbook. the Request Performance
Documents Management
For Walk-In Logbook for Unit
Request: records purpose.
Retrieve at the
Human Note: For Online
Resource Request, signed and
Development certified documents
and were sent to the
Management email address
Office File Box. provided by the
client.
For Online
Request:
Download at the
provided email
address.
TOTAL FOR IPCR/DPCR, FACULTY
EVALUATION, AND PERFORMANCE None 1 Hour &5
RATING OF NON-PLANTILLA ITEM Minutes
REQUESTS:
TOTAL FOR PERFORMANCE None 1 Hour & 20
APPRAISAL REQUEST: Minutes
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1. Processing of Request for Issuance of Performance Evaluation Related
Documents

The service allows the issuance of performance evaluation related documents such as the
Individual Performance Commitment and Review (IPCR)/ Department Performance
Commitment and Review (DPCR), Faculty Evaluation and Performance Evaluation of non-
plantilla item holders of non-teaching personnel, and Performance Appraisal of lecturers,
to be used for any legal purpose needed.

(][RI @PI\{[e]s I Human Resource Development and Management Office —
Performance Management Unit (HRDMO — PMU)
Classification: Simple
Type of G2C — Government to Citizen
Transaction: G2G — Government to Government
Who may avail: All Active and Inactive TSU Employees

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

2. Fully accomplished Certification/ Performance Management Unit or Fill out
Documents Request Slip the Microsoft Form at http://bit.ly/3q4tT29
TSU-HRD-SF-26 — (1 Original Copy)

2. For Authorized Representative The client will provide

d. Authorization Letter
(1 Original Copy)

e. One (1) Valid ID of Representative
(1 Photocopy)

f. One (1) Valid ID of Requesting

personnel with Three (3) Specimen

Signature (1 Photocop

FEES

PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TPCZIIBDE TIME RESPONSIBLE

1. For Walk-in 1. For Walk-in None 5 minutes Staff
Application: Application: Performance
Submits the Receives the Management
accomplished submitted Unit
Certification/ Certification/

Documents Documents

Request Slip. Request Slip.

For Online: For Online

Fill out the Application:

Microsoft form Visits the

(http://bit.ly/394tT database to

29) check and verify
new request/s.

2. Answers 2.1 Asks question for | None 5 minutes Staff
additional confirmation. Performance
questions for the Management
confirmation of Unit
the requested
documents.
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2.2For IPCR/DPCR
Request:
Prints the
scanned copy of
IPCR/DPCR.

For Faculty
Evaluation
Request:
Generates and
Prints the
Faculty
Evaluation
Result through
Automated
Faculty
Evaluation
System (AFES).

For
Performance
Rating of Non-
Plantilla Item
Request:
Generates and
Prints the Non-
Teaching

(Job Order)
Evaluation
Result through
Automated
Evaluation
System for Non-
Teaching
Personnel
(AES-NTP).

For
Performance
Appraisal
Request:
Scans and prints
the copy of
Performance
Appraisal
Instrument
(TSU-HRD-SF-
17 and TSU-
HRD-SF-18).

None

None

None

None

30 minutes

30 minutes

30 minutes

45 minutes

Staff
Performance
Management

Unit

2.3 Cetrtifies the
requested
document/s.

None

15 minutes

Unit Head
Performance
Management

Unit
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. Receives the 3.1Releases the None 5 minutes Staff
signed and signed and Performance
certified true certified Management
copy request documents to the Unit
document and fill requesting
out the Request personnel.
Documents 3.2Have them sign None 5 minutes Staff
Logbook. the Request Performance
Documents Management
For Walk-In Logbook for Unit
Request: records purpose.
Retrieve at the
Human Note: For Online
Resource Request, signed and
Development certified documents
and were sent to the
Management email address
Office File Box. provided by the
client.
For Online
Request:
Download at the
provided email
address.
TOTAL FOR IPCR/DPCR, FACULTY
EVALUATION, AND PERFORMANCE None 1 Hour &5
RATING OF NON-PLANTILLA ITEM Minutes
REQUESTS:
TOTAL FOR PERFORMANCE None 1 Hour & 20
APPRAISAL REQUEST: Minutes

160




SATE ),

ABRLA

Training and Organizational Development Unit

Internal Services

161

Arrsa®



SATE Uy
b

ABRLA
4r1s9®

1906

1. Process of Filing Cases and Complaints

This service allows TSU employees to file cases and complaint arising in the workplace
following due process and procedures.

Human Resource Development and Management Office - Training
and Organizational Development Unit (HRDMO-TODU)

Simple

G2G — Government to Government

Office or Division:

Classification:
Type of
Transaction:
Who may avail: All TSU Employees
CHECKLIST OF REQUIREMENTS
1. Letter in Writing and Made Under Oath
That Includes the Following Details
(1 Original Copy or 1 Duplicate):
Full name of complainant
Address of complainant
Full name of respondent
Address of respondent
Position
Designation

WHERE TO SECURE
The client will provide

-0 Q00T

2. Narrative Report Containing the Acts or The client will provide

Omissions Allegedly Committed by the
Employee (1 Original Copy or 1
Duplicate)

3. Certified True Copies of Documentary
Evidence and Affidavits of the Witness, if
any (1 Original Copy or 1 Duplicate

AGENCY ACTIONS

The client will provide

PERSON

FEES TO PROCESSING

SEIENT =R BE PAID TIME RESPONSIBLE
1. Submit the 1.1 Receives the None 3 minutes Clerk

documents to the submitted Office of the
Office of the documents and University
University endorses to the President
President. Human Resource

Development and

Management

Office through

Office of the Vice

President for

Administration and

Finance.

1.2 Initially assesses None 30 minutes Director
and evaluates the Human
case. Resource

Development
and
Management
Office or
Technical Staff
on Employee
Relations
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Organization
Development
Unit

1.3 Informs parties of None 2 minutes Technical Staff
the schedule of the on Employee
interview and Relations
mediation. Training and

Organization
Development
Unit
2. Attend the 2. Interviews the None 1 hour Director
interview and parties involved Human
mediation at the and facilitates Resource
HRDM Office. initial mediation Development
and amicable and
settlement. Management
Office or
Technical Staff
on Employee
Relations
Training and
Organization
Development
Unit
3. Wait for the 3. Submits case None 2 working days Director
resolution of the report and Human
case. recommends to Resource
the Office of the Development
University and
President through Management
the Vice President Office
for Administration Vice President
and Finance. Office of the Vice
President for
Administration
and Finance
President
Office of the
University
President
2 Working
TOTAL.: None Days, 1 Hour
& 35 Minutes
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2. Processing of Request for Scholarship Status of Employee-Scholars

This service helps the employee-scholars to monitor the status of their requests from the
Faculty Scholarship Committee through the Human Resource and Development
Management Office (HRDMO).

Note: This service is a multi-stage process. Training and Organizational Development Unit
only approve and endorse request/s for Scholarship status of Employee-scholars.

Office or Division:

Human Resource Development and Management Office - Training
and Organizational Development Unit (HRDMO-TODU)

Highly Technical

G2G - Government to Government

Classification:
Type of
Transaction:
Who may avail: Employee-Scholars of the Universit
CHECKLIST OF REQUIREMENTS

1. Request Letter with Supporting
Documents, if any (1 Original Copy)

CLIENT STEPS AGENCY ACTIONS

WHERE TO SECURE
The client will provide

FEESTO PROCESSING
BE PAID TIME

PERSON
RESPONSIBLE

1. Submit request 1.1 Receives and None 15 minutes Technical Staff
letter together with | checks the request on Employee
the supporting and documents Relations
documents, if any, | submitted. Training and
to the Training and Organizational
Organizational Note: If the Development
Development Unit. | submitted document Unit

is incomplete,
notifies the scholar
and informs about
the lacking.

1.2 Discusses None 15 minutes Technical Staff
all the conditions to on Employee
the requestor Relations
relating to his/her Training and
request. Organizational

Development
Unit

1.3 Organizes the None 3 working days | Technical Staff
documents and on Employee
coordinates with the Relations
Faculty Scholarship Training and
Committee (FSC) Organizational
or Non-Academic Development
Personnel Unit
Scholarship
Committee
(NAPSC) for the
schedule of the
meeting.

1.4 Through the None 7 working days | Technical Staff
HRDM Office, the on Employee
FSC/NAPSC Relations
convenes to Training and
evaluate and, if in Organizational
the affirmative, shall
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recommend the

request for approval
by the Office of the

University
President.

Development
Unit

Members
TSU- Faculty
Scholarship
Committee
(FSC)/
or
Non-Academic
Personnel
Scholarship
Committee
(NAPSC)

President
Office of the
University
President

2. Receives the
notification
regarding the

status of request.

2. Notifies the

requestor on the
status of his/her
request, in writing.

None

3 working days

Technical Staff
on Employee
Relations
Training and
Organizational
Development
Unit

TOTAL:

None

13 Working
Days & 30

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

The service allows other offices/departments of the university to organize and facilitate
training or seminars for Tarlac State University (TSU) employees.

Note: This service is a multi-stage process. Training and Organizational Development Unit
only approve and endorse In-house trainings and seminars.

Office or Division:

Human Resource Development and Management Office - Training and

Classification:
Type of
Transaction:
Who may avail:

CHECKLIST OF REQUIREMENTS

1. Accomplished Training Request Form
TSU-HRD-SF-49 with Attachments, if any

(3 Original Copies)

CLIENT STEPS

Organizational Development Unit (HRDMO-TODU)

Highly Technical

G2G - Government to Government

TSU Employees

AGENCY ACTIONS

WHERE TO SECURE

Training and Organizational Development

Unit or download at

https://www.tsu.edu.ph/media/sshfg5e0/tsu-

hrd-sf-49-training-request-form.docx

FEES TO PROCESSING
BE PAID TIME

PERSON

RESPONSIBLE

1. Submit Training 1.1 Receives the None 2 minutes Front Desk
Request Form submitted Training Clerk
(TRF) to the Request Form with Office of Human
Office of Human other supporting Resource
Resource documents. Development
Development and and
Management. Management

or
Training
Assistant
Training and
Organization
Development
Unit
1.2 Reviews the None 5 minutes Head
submitted TRF and Training and

supporting Organization
documents. Development
Unit

1.2.1 If approved,

forward to the 1 working day Clerk

Budget Budget

Management Unit. If Management

not, notify the client. Unit
1.2.2 If approved,

forward to the 1 working day Clerk

Accounting Unit. If
not, notify the client.

1.2.3 If approved,
forward to the
respective Vice
President of the

1 working day

Accounting Unit

Clerk
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requesting office. If
not, notify the client.

Respective Vice
President (AF,

AA, PQA, RES)
1.3 Endorses TRF None 1 working day Clerk
for final approval Office of the
of the President. University
President
2. Announce the 2.1 Secures a copy of None 10 minutes Training
training details the signed memo. Assistant
through DMS. Training and
Organization
Development
Unit
2.2 Prepares None 3 working days Training
necessary training Assistant
needs prior to Training and
scheduled webinar: Organization
Zoom/MS Teams Development
Link, Pre-registration Unit
Link and Post
Training Evaluation,
request to serve
meal, if necessary.
7 Working
TOTAL: None Days & 17
minutes
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4. Processing of Request for Study Leave Reinstatement of Employee-

Scholars

This service allows the employee-scholars to reinstate and resume their duty after finishing
the degree they took during their availed study leave.

Note: This service is a multi-stage process. Training and Organizational Development Unit
only process and endorse request for study leave reinstatement of Employee-scholars,
approval depends on the evaluation of other processing office.

Office or

Division:

Human Resource Development and Management Office - Training and
Organizational Development Unit (HRDMO-TODU)

Classification: Highly Technical

Type of
Transaction:

G2C - Government to Government

Who may avail:
CHECKLIST OF REQUIREMENTS
1. Accomplished Reinstatement Letter Form
TSU-HDR-151 (Triplicate Copies)

| Employee-Scholars of the Universit

WHERE TO SECURE
Download at Tarlac State University Website
https://www.tsu.edu.ph/media/llrdilmu/tsu-
hrd-sf-151-revision-01-reinstatement-
form.docx

2. Diploma or Certificate from the University
Where he/she Graduated
(1 Original Copy)

3. Transcript of Records (with Special Order
for Private Schools) (1 Original Copy)

4. Hard Copy of the Thesis/Dissertation
1 Original Cop

The client will provide

FEESTO PROCESSING

PERSON

CLIENT STEPS

1. Submit
requirements to
the Office of the
University
President.

AGENCY ACTIONS

BE PAID TIME RESPONSIBLE

1.1 Endorses to the None 1 minute Clerk
Office of Human Office of the
Resource University
Development and President
Management
1.2 Endorses to the None 1 minute Messenger
Employee Relations Office of Human
Staff. Resource

Development
and
Management
1.3 Receives the None 1 minute Technical Staff
documents. on Employee
Relations
Training and
Organizational
Development
Unit
1.4 Through the HRDM None 7 working days | Technical Staff
Office, the on Employee
FSC/NAPSC shall Relations
convene to evaluate Training and
and, if in the Organizational
affirmative, shall Development
recommend the Unit
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request for approval
by the OUP.

Committee
Members
Faculty
Scholarship
Committee
(FSC)/
or
Non-Academic
Personnel
Scholarship
Committee
(NAPSC)

President
Office of the
University
President

2. Receives the

notification
regarding the
status of request

2. Notifies the
applicant on the
status of his/her

request, in writing.

None

2 working days

Technical Staff
on Employee
Relations
Training and
Organizational
Development
Unit

TOTAL:

None

9 Working
Days & 3

Minutes
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This service allows the employee-scholars who cannot complete their degree within the
period stipulated in their scholarship contract to request for one (1) semester extension
with/without pay and with/without stipend to continue studying in their respective
Universities.

Note: This service is a multi-stage process. Training and Organizational Development Unit
only process and endorse request for Scholarship extension, approval depends on the
evaluation of other processing office.

Office or Division:

Classification:
Type of
Transaction:

Who may avail:

CHECKLIST OF REQUIREMENTS

1. Letter of Intent Addressed to the Office

Human Resource Development and Management Office - Training
and Organizational Development Unit (HRDMO-TODU)

Highly Technical

G2C — Government to Government

of the University President with an
Endorsement from the College
Dean/Director and concerned Vice

President

(1 Original Copy and 1 Photocopy)

. Updated Study Plan (1 Original Copy)

HIWIN

. Grade Reports (1 Original Copy)

. Certification from the Adviser Indicating

the Needed Period by the Grantee to
Finish the Degree, if any. (1 Original

Employee-Scholars of the University

The client will provide.

WHERE TO SECURE

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit Letter of 1.1 Endorses the None 1 minute Clerk
Intent to the Office letter to the Office of the
of the University Human Resource University
President (OUP). Development and President
Management
Note: Request to Office.
extend shall be 1.2 Endorses to the None 1 minute Messenger
made one (1) Employee Office of Human
month before the Relations Staff. Resource
current semester Development
or end of and
summer or Management
midyear for the 1.3 Informs None 3 minutes Technical Staff
FSC actions and requestor of the on Employee
endorsement to needed Relations
the OUP. requirements. Training and
Organizational
Development
Unit
2. Submit the 2.1 Receives None 1 minute Technical Staff
requirements. submitted on Employee
documents. Relations
Training and

Organizational
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Development

Unit
2.2 Through the None 7 working days | Technical Staff
HRDM Office, the on Employee
FSC/NAPSC shall Relations
convene to Training and
evaluate and, if in Organizational
the affirmative, Development
shall recommend Unit
the request for
approval by the Members
OUP. TSU- Faculty
Scholarship
Committee
(FSC)/
Non-Academic
Personnel
Scholarship
Committee
(NAPSC)
President
Office of the
University
President
3. Receives 3. Notifies the None. 2 working days | Technical Staff
notification on the applicant on the on Employee
status of the status of his/her Relations
request. request, in writing. Training and
Organizational
Development
Unit
9 Working
TOTAL: None Days & 6
Minutes
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6. Processing of Application for Scholarship

This service provides opportunity for deserving faculty members and non-teaching
personnel to pursue higher education.

Note: This service is a multi-stage process. Training and Organizational Development Unit
only process and endorse scholarship application, approval depends on the evaluation of
other processing office.

Ol NeI@bI\{[e]sHI Human Resource Development and Management Office - Training
and Organizational Development Unit (HRDMO-TODU)

Classification: Highly Technical

Type of G2C — Government to Government

Transaction:

Who may avail: Permanent employees who have rendered two (2) years and above to

the University.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Letter of Intent Addressed to the Office | The client will provide
of the University President with an
Endorsement from the College
Dean/Director and Concerned Vice
President (1 Original Copy)

2. Scholarship Application Form Training and Organizational Development Unit
(1 Original Copy)

3. Notice of Acceptance from the University | The client will provide

or School where he/she Plans to Enroll
(1 Original Copy)

4. Very Satisfactory Performance Rating for
the Previous IPCR rating period (1
Original copy and 1 Photocopy)

5. Certificate of Employment (1 Original

Copy)
6. Medical Certificate (1 Original Cop

FEESTO PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS

BE PAID TIME RESPONSIBLE
1. Submit Letter of 1.1 Endorses the None 1 minute Clerk
Intent to the Office letter to the Office of the
of the University HRDM Office. University
President. President
1.2 Endorses to the None 1 minute Messenger
Employee Office of Human
Relations Staff. Resource
Development
and
Management
1.3 Informs None 3 minutes Technical Staff
requestor of the on Employee
needed Relations
requirements. Training and
Organizational
Development
Unit
2. Submit the 2.1 Receives Non 1 minute Technical Staff
requirements submitted on Employee
documents. Relations
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Training and

Organizational

Development
Unit

2.2 Through the None 7 working days | Technical Staff
HRDM Office, the on Employee
TSU- Faculty Relations
Scholarship Training and
Committee Organizational
(FSC)/Non- Development
Academic Unit
Personnel Members
Scholarship TSU- Faculty
Committee Scholarship
(NAPSC)shall Committee
convene to (FSC)/
evaluate and, if in Non-Academic
the affirmative, Personnel
shall recommend Scholarship
the application for Committee
approval by the (NAPSC)
OUP.

President
Office of the
University
President

2.3 Prepares and None 3 working days | Technical Staff
accomplishes on Employee
CSW for Board Relations
Confirmation. Training and

Organizational
Development
Unit
Board of
Regents
Tarlac State
University

2.4 Notifies the None 3 working days | Technical Staff
applicant on the on Employee
status of his/her Relations
application. Training and

Organizational

2.4.1 Facilitates the Development
contract signing Unit
when approved.

13 Working
TOTAL.: None Days & 6
Minutes
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7. Process of Application for Sabbatical Leave

This service allows members of the faculty to study, conduct investigation and research,
book writing, extension service, consultancy volunteer work or rest to improve their
competency for service to the University

Note: This service is a multi-stage process. Training and Organizational Development Unit
only process the application for sabbatical leave, approval depends on the evaluation of
other processing office.

Office or Division: Human Resource Development and Management Office - Training
and Organizational Development Unit (HRDMO-TODU)
Classification: Highly Technical
Type of G2C — Government to Government
Transaction:
Who may avail: TSU Faculty with Ten (10) Years and Above Tenure
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Accomplished Application Form for Training and Organizational Development Unit
Sabbatical
(1 Original Copy and 2 Photocopies)
2. Proposed Program of Work The client will provide
1 Original Cop
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
. Submit the 1.1 Receives and None 1 minute Clerk
accomplished verifies Office of the
Application Form completeness of University
with the Proposed the submitted President
Program of Work to | documents.
Office of the 1.2 Endorses verified None 1 minute Clerk
University President.| documents to Office of the
Human Resource University
and Development President
Management
Office (HRDMO).

1.3 Receives and None 1 minute Messenger
endorses the Office of Human
documents to the Resource
Employee Development
Relations Staff. and

Management

1.4 Receives and None 1 minute Technical Staff
endorses the on Employee
documents to the Relations
Human Resource Training and
and Development Organizational
Management Development
Office (HRDMO) Unit
Director. or

Director
Office of Human
Resource
Development
and
Management
1.5 Convenes and None 7 working days Members
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evaluates the TSU-
applicant’s Administrative
proposed program Council
of work.

1.6 Prepares and None 7 working days | Technical Staff
accomplishes on Employee
CSW for Board Relations
Confirmation. Training and

Organizational
Development
Unit
Board of
Regents
Tarlac State
University
2. Receive an update | 2. Notifies the 3 working days | Technical Staff
on the status of the | applicant on the on Employee
application. status of his/her Relations
application. Training and
Organizational
2.1 If approved, Development
facilitates the Unit
contract signing.
2.2 If denied, inform
the lacking.
17 Working
TOTAL: None Days & 4
Minutes
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8. Processing of Request for Thesis/Dissertation Financial Assistance

This service allows deserving Tarlac State University personnel to receive financial
assistance as a support for the completion of their thesis or dissertation.

Note: This service is a multi-stage process. Training and Organizational Development Unit
only process the Financial Assistance for Thesis/Dissertation, the approval depends on the

evaluation of other

processing office.

Office or

Division:

Human Resource Development and Management Office - Training and
Organizational Development Unit (HRDMO-TODU)

Classification:

Highly Technical

Type of
Transaction:

G2C — Government to Government

Who may avail:

Permanent TSU Personnel Rendering For At Least Two (2) Years with

CHECKLIST OF REQUIREMENTS

1. Accomplished Request for
Thesis/Dissertation Financial Assistance
Form TSU-HRD-SF-50
(1 Original Copy and 2 Photocopies)

Defended Research Proposal

WHERE TO SECURE
Training and Organizational Development Unit
or download at
https://www.tsu.edu.ph/media/okdnurao/tsu-
hrd-sf-50-request-for-thesis-dissertation-
financial-assistance-r01.docx

TSU-HRD-SF-27

2. Accomplished Permit to Study Form

(1 Original Copy and 2 Photocopies)

Training and Organizational Development Unit
or download at
https://www.tsu.edu.ph/media/cxxmzync/tsu_h
rd-sf-27-permit-to-study-form.pdf

Review Summary

3. Individual Performance Commitment and

(IPCR) for the Past Two

(2) years (1 Original Copy)

Training and Organizational Development Unit

4. Research Propos

CLIENT STEPS

al Certified by the Dean

Concerned (1 Original Cop

AGENCY ACTIONS

The client will provide

PERSON
RESPONSIBLE

FEES TO PROCESSING

BE PAID TIME

1. Submit 1.1 Receives and None 1 minute Clerk
accomplished verifies completeness Office of the
forms and of the submitted University
supporting documents. President
requirements to (1.2 Endorses verified None 1 minute Clerk
the Office of the | documents to Human Office of the
University Resource and University
President. Development President

Management Office
(HRDMO).

1.3 Receives and None 1 minute Messenger
endorses documents Office of Human
to the Employee Resource
Relations Staff. Development

and
Management
1.4 Convenes and None 7 working days | Technical Staff
evaluates if the on Employee
thesis/dissertation is Relations
relevant with the Training and
development thrust of Organizational
the University, if Development
affirmative, shall Unit
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application to the Members
Budget Office to TSU- Faculty
determine if there are Scholarship
funds available. Committee
(FSC)/
Non-Academic
Personnel
Scholarship
Committee
(NAPSC)
Clerk
Budget
Management
Unit
1.5 Endorses the None 3 days Clerk
application to the Office of the
Office of the University University
President for approval. President
1.6 Endorses to the None 1 minute Messenger
Employee Relations Office of Human
Staff. Resource
Development
and
Management
1.7 Compiles and None 5 minutes Technical Staff
endorses all the on Employee
requirements to the Relations
Administrative Training and
Services Unit for the Organizational
processing of voucher. Development
Unit
Staff
Administrative
Service Unit
2. Receive the 2. Notifies the client on None 1 minute Technical Staff
notification the status of his/her on Employee
regarding the application. Relations
status of the Training and
application Organizational
Development
Unit
10 Working
TOTAL] None Days & 10
Minutes
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1. Processing of Request for Issuance of Certifications

The service allows the issuance of various certifications, e.g., Certificate of Employment,
to be used by employees for any legal purpose needed.

Office or Human Resource Development and Management Office - Employees’

Division: Welfare Unit (HRDMO-EWU)

Classification: Simple

Type of G2G — Government to Government

Transaction: G2C — Government to Client

WALEOEYEVEIE Active or Inactive TSU Employee

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Accomplished Certification / Documents | Human Resource Development and
Request Slip TSU-HRD-SF-26 Management Office
(1 Original Copy)

2. For Inactive Employee — Approved The client will provide
Clearance (1 Original Copy)

3. For Representative — Authorization
Letter (1 Original Copy)

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

1. For Walk-In: 1. For Walk-In: None 2 minutes Staff
Submit Receives the Employees’
accomplished Certification / Welfare Unit
Certification / Documents
Documents Request Slip.

Request Slip.

For Online
For Online: Application: None 2 minutes Staff
Request for the Checks the Employees’
employment Certifications & Welfare Unit
details of the Documents
TSU personnel Request Form
Concerned at online excel file
hrdmo@tsu.edu. that acts as the
ph database of the

online form.

2. Answer 2.1 Asks the None 2 minutes Staff
additional requesting Employees’
guestions for the personnel for Welfare Unit
confirmation of additional
the request and documents, if
employment necessary.
record.

2.2 Checks the 201 None 2 hours Staff
File Folder of the Employees’
requesting Welfare Unit
personnel.

2.3 Prepares and None 15 minutes Staff
prints the Employees’
certification. Welfare Unit

3. Receive the 3. Releases the None 2 minutes Staff
signed and dry- signed and dry- Employees’
sealed request sealed certification Welfare Unit
certificate. to the requesting
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personnel. Have
them sign on the
Certifications
Logbook for
records purposes,
OR depending on
the request of the
personnel, scan
the signed
certification and
send to the
provided email
address; or
retrieve at the HR
file box at a
designated date
and time.

TOTAL:

None

2 Hours & 21
Minutes
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The service allows the verification of the employment record of active and inactive
personnel of the University for new employment and/or bank/loan applications.

Office or

Division:
Classification:
Type of
Transaction:

Who may avail:

SATE Uy
b

Arrsa®

Human Resource Development and Management Office - Employees’
Welfare Unit (HRDMO-EWU)

| Simple

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

CHECKLIST OF REQUIREMENTS
1. List of Personnel Information to be
Verified (1 Original Copy)

Any Government Agencies and Private Companies
WHERE TO SECURE

The client will provide

2. 201 File Folder of the Personnel
(1 Original Copy)

CLIENT STEPS

AGENCY ACTIONS

Human Resource Development and
Management Office or Records and Archives

Unit

FEES TO

BE PAID

PROCESSING
TIME

PERSON

RESPONSIBLE

1. Request for the | 1.1 For Walk-In / None 2 minutes Staff
employment Phone Call Employees’
details of the Requests: Welfare Unit
TSU personnel Receives and lists
concerned. the needed

details.
For Online: For Online: None 2 minutes Staff
Request for the Receives the Employees’
employment email from the Welfare Unit
details of the Background
TSU personnel Investigator.
Concerned at 1.2 For Walk-In / None. 10 minutes Staff
hrdmo@tsu.ed Phone Call Employees’
u.ph Requests or Welfare Unit

Online:

Checks the

employment

records of the

personnel

concerned.

Verifies if the

requested person

is/was hired.

Gathers needed

information.

2. Receives 2. For Walk-In / None 5 minutes Staff
feedback Phone Call Employees’
regarding the Requests: Welfare Unit
inquiry. States the

information as per
recorded on the
201 File of the
personnel or on
the HRIS.
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For Online:
Replies to the
email sent by the
background
investigator /
company. States
the information as
per recorded on
the 201 File of the
personnel or on
the HRIS.

Note: If
concerned person
is not found in the
HRIS or 201 File,
declare that the
person has no
employment
record at TSU.

None

5 minutes

TOTAL:

None

17 Minutes

182




Employees’ Welfare Unit

Internal Services

183

ABRLA

5

ATE ¢y
&,
£

4rigu®

1906






	Front Pages.pdf (p.1-3)
	CC Handbook for ARTU (1).pdf (p.1)
	2nd Edition Citizen's Charter 2023.pdf (p.2-769)
	Page 2-3 to Table of Contents.pdf (p.1-15)
	Page 2-3.pdf (p.1-2)



	Table of Contents_Nitro_without services.pdf (p.4-14)
	Feedback and Complaints Mechanism.pdf (p.15-20)
	Pages 15-20.pdf (p.16-21)


