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Mandate:

Republic Act 6764 (October 13, 1989) was passed into law converting Tarlac
College of Technology-College of Arts and Trade (TCT-CAT) into a university, now
known as Tarlac State University (TSU). This law mandates TSU to expand the
technology and agro-industrial projects and programs to advanced instruction in
literature, philosophy, the sciences, engineering, and the arts to include
professional and technical training courses.

TSU is further mandated to expand its programs diametrically its quadruple
functions: instruction, research, extension, and production in response to national
and global needs and demands.

Vision:
Tarlac State University is envisioned to be a premier University in the Asia Pacific
Region.

Mission:

Tarlac State University commits to promote and sustain the offering of quality and
relevant programs in higher and advanced education ensuring equitable access to
education for people empowerment, professional development, and global
competitiveness.

Towards this end, TSU shall:

1. Provide high quality instruction through qualified, competent, and
adequately trained faculty members and support staff.

2. Be a premier research institution by enhancing research undertakings
in the fields of technology and sciences and strengthening collaboration
with local and international institutions.

3. Be achampion in community development by strengthening partnership
with public and private organizations and individuals

Service Pledge:

Pursuant to its mandated mission, the Tarlac State University as a premier
institution in the Province of Tarlac, in particular, and in the region, in general
shall:

e Continue the curricular offerings of the graduate school, colleges of
engineering, architecture and fine arts, technology, education, computer
studies, business and accountancy, arts and social sciences, public
administration, human kinetics, law, nursing, science and information
technology related courses.

e Offer other courses that the Board of Regents may deem necessary.
e Continue to develop TSU into a regional center of excellence in

engineering, technological, business and teacher education, research,
and extension in order to produce graduates who are globally competitive.



TE
< B U
S L

SARLY

1906

e In an environment valuing freedom, excellence, and equity, TSU shall
provide and maintain relevant instruction, research, extension and
production programs effectively to develop responsible members of the
society imbued with critical and creative thinking.

e Attend to all applicants or requesting parties who are within the premises

of the office prior to the end of official working hours and during lunch
break.

LIST OF SERVICES

Office of the University President 1
External/Internal Services 1
Action on Contracts and External Agreements 2
Personal Meeting with the President (Walk-in) 3
Personal Meeting with the President (With Appointment) 4
Internal Services 5
Action on The Approval of Letters/Communications from Different

Colleges/Offices of the University 6
Dissemination of Incoming Communication from

Outside Persons or Agencies 7
Offices under Office of the University President
Office of the University Board Secretary 9
Internal Services 10
Request of Board Resolutions from the Offices of the University 10
Submission of Complete Staff Work or Agenda by the

Offices of the University 10
Submission of Agendas in an Administrative Meeting by the

Directors, Heads or OIC of the University 11
Submission of Agendas in an Academic Council Meeting by the

Directors, Heads or OIC of the University 12
Internal Audit Service 14
Internal Services 14
Special Audit (Assurance and Advisory) 15
Request for Audit Reports 16
Management Information Systems Office 17
External/Internal Services 17
Account Creation and Assigning of Privileges 18
Internal Services 19
Changing of Posted Schedule 20
Office 365 Account Assistance 21

4r1sa®



Tag/Un-tag of Faculty/Room/Schedule
Tag/Un-tag of Honorarium Classes
Transfer of Students

Software Development Unit

External/Internal Services

Biometrics Registration

Blocking and Unblocking of RFID Cards
Report Generation

Internal Services
Create and Update of Website/Webpage
Development of New Systems/Programs

Hardware Maintenance Unit

External/Internal Services
Repair of ICT Equipment
Software Installation

Internal Services

Inspection for Condemn of ICT Equipment
Inspection for New ICT Equipment

Preventive Maintenance for Desktop Computer Units

Network Unit

External/Internal Services
Wi-Fi Access Registration

Internal Services

Creation of Domain Accounts

Reset of TSU Systems/Network Accounts
Unblocking of Websites

Wi-Fi Setup/Deployment

Granting VPN Access

Cabling for New Network Connection

Office of Public Affairs

External/Internal Services

Coverage of University Activities

Publication of Online News

Publication and Distribution of TSU Bulletin

Production of University Information Materials

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

Addressing Client’'s Concerns via Email

Print/Social Media/TSU Website Materials for Posting
Requesting of Electronic Copy of Photos, Videos or Files

\%
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International Affairs and Linkages Office

External/Internal Services
Processing of Documents for Apostille

Internal Services
Processing of CHED Endorsement for Legitimacy of Travel Abroad

Office of the Vice President for Academic Affairs

External Services
Travel Order for Students on Local Off-Campus Activities

Internal Services

IPCR/DPCR (Faculty Personnel)

Payroll/Voucher/Request to Render Overtime/Request
for Funding

Special Order for Lecturers, Part-timers, and Tenured
Faculty with Honorarium Classes

Travel Order for Teaching Personnel

Offices under Office of the Vice President for Academic Affairs

College of Arts and Social Sciences

External Services

Enrollment of Freshmen Students

Enrolliment for Freshmen Students (Online)

Enrollment for Old Students — 2nd Year to 4th Year Students

Enrollment for Old Students — 2nd Year to 4th Year Students
(Online assisted enrollment)

Enrollment for Old Students — 2nd Year to 4th Year Students
(Online-self enroliment)

Enrollment for Old Students with Deficiency/Deficiencies

Enrollment for Old Student with Deficiency/Deficiencies
(Online Assisted)

Enrollment for Old Students with Deficiency/Deficiencies

Enrollment for Graduating Student with Deficiency/Deficiencies
(Online Assisted)

Enrollment of Transferees, Shifters, Returnees and
Second Courser

Enrollment of Transferees, Shifters, Returnees and
Second Courser (Online)

General Enrollment Procedures for New MA English
Language Students

General Enrollment Procedures for New MA English
Language Students (Online)

Cross-Enrollees

Refund of Overpayment
Refund of Tuition Fees
Refund of Overpayment

Vi
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College of Business and Accountancy

External Services

Enrollment for Cross-Enrollees

Enrollment for Freshmen Students

Enrollment for Graduating Students with Deficiencies
Enrollment for Old Students from 2nd Year to 4th Year
Enrollment for Shifters from program to program under CBA
Refund of Breakage Deposit

Refund of Overpayment

Refund of Tuition Fees

College of Computer Studies

External Services
General Enrollment Procedures for 1st Year Students of
BS of Information Technology, BS Information Systems,
BS Computer Science
General Enrollment Procedures for 2nd Year to 4th Year Students
Transferees, Shifters, Returnees, Second Coursers,
Professional Education Subjects Takers
Refund of Breakage Deposit
Refund of Overpayment (Graduate School, MIT) (Thesis)
Refund of Tuition Fees (Graduate School)

College of Criminal Justice Education

External/Internal Services

General Enrollment Procedures for 1st Year Students

General Enrollment Procedures for 2nd Year to 4th Year Students

Refund of Breakage Deposit

Refund of Overpayment

Refund of Tuition Fees

Transferees, Shifters, Returnees, Second Coursers, Professional
Education Subject Takers

College of Engineering and Technology

External/Internal Services
General Enrollment Procedures for 1st Year Students of the
following courses: BS in Civil Engineering, BS in Electrical

Engineering in Mechanical Engineering, BS in Electronics Engineering,

BS in Industrial Engineering, Bachelor of Industrial Technology
Processing of Online Evaluation of Freshman Credentials
General Enroliment Procedures for 2nd Year to 4th Year Students
General Enrollment Procedures for 2nd Year to 4th Year Students

(Online assisted enrollment)

General Enroliment Procedures for 2nd Year to 4th Year Students

(Online-self enrollment)

General Enrollment Procedures for MS Program Students of the
following courses: MS in Electrical Engineering and

MS in Civil Engineering
Refund of Breakage Deposit

Vil
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Refund of Overpayment (Graduate School, MS Program) (Thesis)

Refund of Tuition Fees (Graduate School)

Transferees, Shifters, Returnees, Second Coursers, Professional
Education Subjects Takers

College of Public Administration and Governance

External Services

Application for Comprehensive Examination Procedures for Students
of Master of Public Administration and Doctor of Public Administration

Cross Enrollees

Dissertation/Thesis Defense Procedures for Students of Master of Public
Administration and Doctor of Public Administration

Enrolment Procedures for 1st Year Students who will take
Bachelor of Public Administration

Enrolment Procedures for 2nd Year to 4th Year Students

New Students of Master of Public Administration and
Doctor of Public Administration

Old Students

Refund of Breakage Deposit

Refund of Overpayment

Refund of Tuition Fees

Transferees, Shifters, Returnees, Second Coursers, Professional
Education Subjects Takers

College of Teacher Education

External Services

Cross-Enrollees

Enrollment Procedure for New Students

Enrollment Procedure for Old Students - Requesting for Open Subjects

Enrollment Procedure for Old Students - Requesting for Adding and
Changing of Subjects

For Transferees, Shifter, Returnees and Second Courser

Refund of Breakage Deposit

Refund of Overpayment

Refund of Tuition Fees

Internal Services

Daily Time Record / Certificate of Service
For Faculty Transactions

Special Order (Honorarium)

College of Science

External Services

General Enrollment Procedures for 1st Year Students of BS Mathematics,
BS Environmental Science, BS Chemistry, BS Food Technology

General Enrollment Procedures for 1st Year Students of BS Nursing

General Enrollment Procedures for 2nd Year to 4th Year Students

Refund of Breakage Deposit

Refund of Overpayment

Refund of Tuition Fees

Transferees, Shifters, Returnees, Second Coursers, Professional
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Education Subjects Takers

College of Teacher Education

External Services

Enrollment for Freshmen Students

Enrollment for Old Students — 2nd Year to 4th Year Students
Enrollment for Old Student with Deficiency/ies

Enrollment for Graduating Student with Deficiency/ies

Enrollment of Transferees, Shifters, Returnees and Second Courser
Refund of Overpayment

Refund of Tuition Fees

School of Law

External/Internal Services
Notarial Services

External Services
Enrollment of Regular Students
Pre — Enrollment of Incoming First Year

Admission and Registration Office

External/Internal Services

Online Processing of Freshmen Enrollment

Online Processing of Request for Various Academic Documents
Processing of Application for Leave of Absence (LOA)

Internal Services
Online Processing of Transcript of Records of Graduates (First Copy)
Processing of Online Application for Graduation

External Services
Processing of Online Admission for Second Coursers and

Professional Education Takers
Processing of Online Application and Admission for Shifters and Returnees
Processing of Online Application and Admission for

Doctoral / Masteral / Juris Doctor
Processing of online Application and Admission for Cross-Enrollees
Issuance of Temporary Notice of Acceptance for Foreign Student
Processing of Online Application and Admission for Transferees

Student Affairs and Services

External Services
Budget Hearing
Monetary Incentives to Various Student Awardee

Research, Accreditation and Records Unit

Internal Services
Processing of Document Request Service
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168
169
170
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173
175

176
178
179
181

183

183
184
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186

186
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Student Development Services

External Services
Processing of Student Clearance
Issuance of Lost RDFID Request Form

Student Discipline Unit

External Services
Filing of Complaints and Investigation
(Defendant Admitting to the Allegations)
Filing of Complaints and Investigation
(Defendant Denies the Allegations)
Filing of Complaints and Investigation
(Student vs. Faculty or University personnel)
Procedure for Appeal

Student Publication Unit

Internal Services
Procedure for the Approval of Activities of Student
Publication and College Publications
Publication’s Intent to Operate
Reading of Student and College Publications’ Budget and
General Plan of Action
Signing of Resolution
Submission of Accomplishment Report
Printing and Circulation of the Student and College Publication Issues

Student Organization Unit

Internal Services

Processing of Recognition of (New/Renewal Organization)

Procedure for approval of Student Organization Activities
(For Online Activity)

Procedure for approval of Student Organization Activities
(For On-Campus Activity)

Approval of Student Organization Activities

Procedure for Approval of Student Organization Activities
(For Off-Campus Activity)

Sports Development and Management Unit

External Services
Monetary Incentives

Office of Culture and the Arts

External Services
Request for any Culture and the Arts Services
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Guidance and Counseling Services

External Services

Ecumenical Recollection/ S.A.L.T. Activity

Group Counseling

Homeroom Guidance / Classroom Lecture Activity
Individual Counseling

Referral Counseling Service

Seminar on Study Habits

VPI / RIASEC Examination and Career Counseling
Online-Counseling

Webinar (Online Seminar)

Online Request of Certificate of Good Moral Character

Testing, Evaluation and Monitoring Unit

External/Internal Services

Application for Admission Test for Incoming College Students
(Online Application)

Application for Admission Test for Incoming College Students
(Walk-In Application)

Application for Admission Test for Incoming First Year Juris Doctor
Students (Walk-In Application)

Application for Admission Test for Incoming Graduate Students

Application for Admission Test for Transferees, Professional Education,
and Second Courser

Career Education and Job Placement Services

External/ Internal Services

Request for Company Accreditation

Request for Career Fair, Campus Recruitment Activity, Career Development
Webinar/ Seminar/ Training/ Workshop, Career Roadshow

Request for Job Posting and Graduate Listing

Internal Services
Request for Documents

Scholarship and Financial Assistance Unit

External Services
Processing of Student Scholarship Application

International, Differently Abled, Indigenous, Marginalized
Student Services

External Services

IDIMSS Application for Membership and Identification Card
Filing of IDIMSS Student Consultation Log and Assistance Log
International Student Processing of VISA Conversion
International Student Processing of VISA Extension

IDIMSS Online Membership Application

IDIMSS Online Student Consultation and Assistance
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Dental Health Unit

External/Internal Services
New Patient

Regular Patient

Pre and Post Treatment
Dental Treatment

Dental Certificate

Medical Services Unit

External/Internal Services
Consultation
Medical Certificate Issuance

Internal Services
APE and Pre-Employment

Library Management and Services Office

External/Internal Services

Barrowing of Information Materials

Document Delivery Service for Distance Users
Online Reservation and Pick-Up

Clearance

Computer & Internet Access

Referral Service

Renewal

Return of Information Materials

Reference Service

Readers Advisory on Submission of Unpublished Materials

Library Management and Services Office

External Services
Visiting Researcher

National Service Training Program

Internal Services

Transfer of Student (For choosing a component)

Verification of Student’s Component for the second semester
Requisite Graduation

Procedure for asking for a copy of Serial Number

Office of the Vice President for Administration and Finance

Internal Services

Incoming Communication and/or endorsement from the Office of the
University President to the Office of the VP for Administration and Finance

Inter-Office Communication and Transactions

Xii
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Offices under Office of the Vice President for Administration and Finance
Motorpool Unit 294
Internal Services 294
Scheduling of Travel 295
Accounting Unit 296
External/Internal Services 296
Assessment of Fees for Other Payors 297
Online Processing of Refund of Overpayment, Breakage Deposit &

Other Credit Balances 297
Pre-audit of Payroll/ Disbursement Vouchers 298
Accounting Unit 300
External Services 300
Re-Assessment/Adjustment of Student Fees and Checking of

Student Account Balances 301
Online Verification, Re-assessment/Adjustment of Account

Balances of Students 302
Internal Services 303
Pre-audit of Liquidation Reports 304
Budget Management Unit 305
Internal Services 305
Certification of Allocation of Fund 306
Processing of Obligation and Request Status (ObRS) 307
Queries/Assistance on Funding Requirements and Requests 308
Cashiering Unit 309
External/Internal Services 309
Claiming of Checks 310
Payment Thru Advice to Debit Account (ADA) 310
Payment thru Petty Cash 311
Payment thru Checks 312
External Services 313
Claiming of Cash Benefits Over the Counter 314
Payment of Fees thru Cash 314
Request for Certificate of Payment for Lost Official Receipt 315
Signing of Student Clearance 316
Facilities Development and Management Office Planning and

Monitoring Unit (FDMO-PMU) 317

Xiii
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External Services 317
Processing of initial payment — Mobilization / advance payment 318
Processing of initial payment — First progress billing (If there is no

advanced payment) 320
Processing of Subsequent/Succeeding Payment - Progress Payment 323
Processing of Final Payment 326
Processing of Variation order / Additional work billing 330
Processing of Infrastructure Project Billing under Alternative mode of

procurement - small value procurement (ABC: 1,000,000.00 Php below) 333
Processing of Retention Money 336
Facilities Development and Management Office Planning and

Monitoring Unit (FDMO-PMU) 339
External/Internal Services 339
Request for Various Repair Works 340
Business Affairs and Auxiliary Services Office 342
External/Internal Services 342
Application for Vehicle Gate pass 343
Digital Studio RFID Processing — Lost ID 343
Digital Studio RFID Processing — Re-ID/Worn-out IDs 344
Photocopying Services/Documents Printing 345
Purchasing of Merchandise (Books, Bags, ID Holder, Souvenir Iltems, Etc.) 346
Request to Use the University Facilities 347
Business Affairs and Auxiliary Services Office 348
External Services 348
Digital Studio RFID Processing — For Alumni IDs 349
Issuance of Uniforms 349
Print Shop Processing (Tarpaulin, Sticker, Heat Press) 350
Internal Services 351
Digital Studio RFID Processing — For Employee ID 352
Print Shop Processing (Tarpaulin, Sticker, Heat Press) — For Charged

Customers, Offices and Colleges 352
Photocopying Services/Documents Printing — For Charged Customers,

Offices and Colleges 353
Human Resource Development and Management Office 354
External/Internal Services 354
Request for Other Personnel-Related Documents and Reports 355
Employee Welfare Unit 356
External/Internal Services 356
Requesting and Issuance of Certifications 357
Verification of Employment Service Request 358

Xiv



Internal Services

Application for Leave of Absence

Plantilla Upgrading

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

Performance Management Unit

External/Internal Services
Receiving and Submission of NBC Documents

External Services
Conduct of TSU Automated Faculty Evaluation via Student Portal

Internal Services

Monitoring of Tardiness and/or Absenteeism

Performance Appraisal by Supervisors for Non-Plantilla ltem
Non-Teaching Staff

Strategic Performance Management System (SPMS) Process Monitoring

Recruitment, Selection and Promotion Unit

External/Internal Services

Hiring of Contractual/Permanent Non-teaching Personnel
Hiring of Full-time/Part-time Lecturer

Hiring of Temporary/Contractual

Receiving of Application

External Services
Hiring of Job Order Personnel

Internal Services

Change of Status from Temporary to Permanent
Issuance of DBP Certification

Issuance of I.D. Request Slip

Training and Organizational Development Unit

External/Internal Services
Filing of Cases and Complaints

Internal Services

Employee Counseling

Exit Interview Form Accomplishment

Issuance of Certificate of Compliance

New Employee Online Orientation

Processing of Other Scholarship Requests

Request for Training or Seminar (Face-to-Face Training)
Request for Training or Seminar (Free Online Trainings)
Reinstatement from Study Leave

XV
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Request for Scholarship Extension
Sending of Participants to Outside Trainings/Seminar
(For Face-to-Face Trainings)
Sending of Participants to Outside Trainings/Seminar
(For Webinars with Registration Fee)
Sending of Participants for External Trainings (Free Webinars)
Scholarship Application
Thesis/Dissertation Financial Assistance
Sabbatical Leave

Administrative Services Unit

External/Internal Services

Remittance Voucher Preparation Procedure for BIR
Remittance Voucher Preparation Procedure for GSIS
Remittance Voucher Preparation Procedure for HDMF
Remittance Voucher Preparation Procedure for PHIC
Utilities’ Voucher Preparation Procedure

Internal Services

Checking of Special Order for Honorarium Classes, Lecturers
and Part-timers

Payroll Preparation for All Personnel Benefits of Permanent/
Temporary /Contractual Employees

Payroll Preparation for Overtime/Extended Services

Payroll Preparation for PVP of Permanent and Temporary
Teaching Employees

Payroll Preparation for Salary of Job Orders

Payroll Preparation for Salary of Lecturers, Part-timers, and
Faculty with Honorarium

Payroll Preparation for Salary/PERA of Permanent/Temporary/
Contractual Employees

Payroll Preparation for Salary of Student Assistants

Request for Personnel-Related Documents Preparation Procedure

Procurement Unit

External Services

Sale of Bidding Documents

Canvassing of Request

Performance Evaluation of Contractors/Suppliers

Internal Services
Preparation and Submission of Annual Procurement Plan (APP)
Processing of Purchase Request / Job Order

Supply and Property Management Unit

External Services
Receipt of Deliveries of Supplies, Materials and Equipment
Disposal of Used/Unserviceable Supplies, Materials and Equipment

XVi
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443

Internal Services
Issuance of Supplies, Materials and Equipment
Issuance of Clearance of Employee with Property Accountability

Civil Security Unit

Internal/External Services
Procedure for CCTV Review
Claiming of Lost and Found Items
Procedure for Action on Complaint
Controlling of Entry and Exit Points

Internal Services
Application for Overnight Parking

Records and Archives Unit

External/Internal Services
Use of Archives Center

External Services
Receiving of Documents

Internal Services

Receiving and Control

Processing of Request in Compliance to FOI
Request for Disposal of Records or Use of Storage
Archiving of Documents and Materials

Office of the Vice President for Research and Extension Services

Internal Services
Accomplishment Reports
(Transactions from the Offices of the VP for RES)
Approval/Recommending Approval
(Inter-office Communication and Transactions)
Authority to Render Overtime/Extended Services/ Request for
Approval of Emergency Overtime/Extended Services
(Transaction from Offices of the VP for RES)
Clearance/Leave Form (Inter-office Communication and Transactions)
Correction, Corrective Action Report Form (CCAR)/ Incident/ Accident
Report (Transaction of Offices under the VP for RES)
Daily Time Record/Job Order/Obligation Request and Status/Special
Order/Travel Order (Transaction of Offices of the VP for RES)

Extension Activity and Budget Request/Evaluation of Extension Program

(Transactions from the University Extension Services Office)

Incoming Communication and/or endorsement from the Office of the
University President to the Office of the VP for Research and
Extension Services

XVil
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Offices under Office of the Vice President for Research and Extension Services

University Research Office
External Services

Processing of Request for Test of Similarity
Processing of Request for Statistician Appointment
Processing of request for Water Analysis and Other Laboratory Services

Internal Services

Processing of Request for Research Output Incentives
Processing of Funding Request for Research Paper Presentation
Processing of Funding Request for Research Publication Fee
Processing of Research Proposal

1A. Initial Evaluation of Research Proposals

1B. Research Evaluation
Approval of Special Research Project/Program

Extension Services Management Office

External Services
Request for Extension Documents, Facility and Equipment

Internal Services
Endorsement of Request Letter/Form to College

Processing and Evaluation of Extension Proposal w/ Funding Request
Processing and Evaluation of Extension Proposal w/o Funding Request
Sending of Notification relative to Submitted Extension Documents
Review of Extension Post-Reportorial Documents

Administration of On-Site Customer Satisfaction Survey

Administration of On-Line Customer Satisfaction Survey

Gender and Development Office

Internal/External Services
Processing of GAD-related webinars/seminars/trainings

Processing of GAD-related webinars/seminars/trainings (Online Transaction)
Gender-Responsive Extension Program for Short-Term Services/Activities

Internal Services
Submission of Research Proposals

Approval of Research Proposals

In-House Review of Completed Researches

TSU-GAD Funding and Program/Project Implementation
Childcare Center
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Technology Development, Transfer and Commercialization Office

External Services
Trademark Application Assistance
Copyright Deposit Assistance

Research Ethics Review Committee

Internal/External Services
Application for Ethics Review

Process on the Resubmitted Protocols
Process on the final Review of Protocol

Food Technology and Research Center

External Services
Processing of FTRC Services Request

Office of the Vice President for Planning and Quality Assurance

Internal Services

Processing of Incoming Communication and/or Endorsement
from the Office of the University President to the Office of the
VP for Planning and Quality Assurance

Processing of Inter-office Communications and Transactions
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Offices under the Office of the Vice President for Planning and Quality Assurance

Pollution Control and Safety Unit

Internal Services
Process in Requesting for Issuance of Certification for full workforce

Quality Management System Unit

External/Internal Services
Process in Issuance of QMS Registered Documents for Various Purposes

Quality Management System Unit

Internal Services
Processing of QMS Documents for Registration, Revision, and Abolition

Office of Planning, Performance Monitoring and Evaluation

Internal Services
Request for Assistance in the Pre-Planning of Offices/ Colleges
Request for Planning forms/ documents of Offices/ Colleges

Quality Assurance Office

External/Internal Services
Facilitation of CHED Accreditation

XiX
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Facilitation in Sending of TSU Faculty member as Program Accreditors
University Internal Program Accreditation

Quality Assurance Office

Internal Services

550
550

Facilitating in Sending TSU Faculty Member for Agency of Chartered Colleges
and Universities in the Philippines (AACCUP) Accreditors’ Training 551

FEEDBACK AND COMPLAINTS MECHANISM

How to send feedback

Customer feedback may be sent via three (3)
alternatives

A. Face-to-face Transactions

1. Accomplishing Citizen/Client
Satisfaction Survey (CCSS) Form &
dropping it at CCSS box provided/
available at various offices.

2. Scan the Citizen/Client Satisfaction
Survey (CCSS) QR code posted at
various offices.

B. Online Transactions
1. Click the Citizen/Client Satisfaction
Survey (CCSS) link to be provided by
the transacting Unit/ Office.

How feedbacks are processed

Citizen/Client Satisfaction Survey (CCSS)
forms are collected, generated &
summarized by the Quality Management
System (QMS) Unit on a monthly basis.

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

How to file a complaint

Pursuant to Rule 3, Section 10 of the 2017
Rules on Administrative Cases in the Civil
Services, such must be in writing, subscribed
and sworn by the complainant and may be
filed at the HRDM Office.

(You may check the citizen’s charter of the
HRDM Office for further details)

How complaints are processed

(You may check the citizen’s charter of the
HRDM Office for further details)

Contact Information of:

Contact Center ng Bayan (CCB)

Text 0908 881-6565 or Call 1-6565

Presidential Complaint Center
(PCC)

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

Anti-Red Tape Authority (ARTA)

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

XX
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Office Address ~ Contact Information

Accounting Unit Mezzanine floor, Admin. Bldg., 606-8150
TSU Main Campus

Quality Assurance Office 15t floor, CPAG Bldg., TSU Main 606-8124
Campus

Administrative Services Unit | 2" floor, Admin. Bldg., TSU Main 606-8154
Campus

Alumni Affairs Office Alumni Center, Lucinda Campus 606-8141

Budget Management Unit 15t floor, Admin. Bldg., TSU Main 606-8151
Campus

Business and Auxiliary 15t floor Business Center Bldg., 606-8153

Services Office TSU Main Campus

Cashiering Unit (Collection) | 1% floor, Admin. Bldg., TSU Main 606-8167
Campus

Cashiering Unit 15t floor, Admin. Bldg., TSU Main 606-8152

(Disbursement)

Campus

Civil Security Unit (Office)

15t floor, Admin. Bldg., TSU Main
Campus

606-8166 (Office)

College of Architecture and | CAFA Bldg., TSU San Isidro 606-8170
Fine Arts Campus
College of Arts and Social 2" floor, Smith Hall, TSU Main 606-8171
Sciences Campus
College of Business and 2" floor, CBA Bldg., TSU Main 606-8172
Accountancy Campus
College of Computer CCS Bldg., TSU San Isidro 606-8173
Studies Campus
College of Criminal Justice | CCJE Bldg., TSU Lucinda Campus -
Education
College of Teacher 15t floor, (Regional Institute for 606-8174
Education Continuing Education, RICE Bldg.,
TSU Lucinda Campus
College of Engineering and | 1% floor, CET Bldg., TSU Main 606-8175
Technology Campus
College of Engineering and | CET Bldg., TSU San Isidro 606-8179
Technology Campus
School of Law 2" floor, Multi-purpose 606-8176
Commercial Bldg., TSU Main
Campus
College of Public 15t floor, CPAG Bldg., TSU Main 606-8177
Administration and Campus
Governance
College of Science 15t floor, COS Bldg., TSU Lucinda 606-8178
Campus
Commission on Audit Mezzanine floor, Admin. Bldg., 606-8118
TSU Main Campus
Office of Culture and Arts 15t floor, Multi-purpose 606-8133
Commercial Bldg., TSU Main
Campus
Dental Health Unit CET Compound, TSU Main 606-8137

Campus

XXi
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Endowment Office Student Center, TSU Lucinda 606-8132
Campus
Executive Assistant 2"d floor, Admin. Bldg., TSU Main 606-8120
Campus
Extension Services Office 2" floor, RED Bldg., TSU Lucinda 606-8191
Campus
Facilities Development and | 2" Floor, Business Center Bldg., 606-8160
Management Office TSU Main Campus
Gender and Development Gender and Development Bldg., 606-8196
TSU Main Campus
Graduate School 15t floor, CPAG Bldg., TSU Main 606-8180
Campus
Guidance & Counseling Student Center, TSU Lucinda 606-8130
Office Campus
Human Resource Mezzanine floor, Admin. Bldg., 606-8155
Development Management | TSU Main Campus
Office
Quality Management 2" floor, Admin. Bldg., TSU Main 606-8129
System Unit Campus
Internal Audit System Mezzanine floor, Admin. Bldg., 606-8122
TSU Main Campus
Library - Main 3rd floor, CBA Bldg., TSU Main 606-8138
Campus
Library - Lucinda Jose V. Yap Library Bldg., TSU 606-8140
Lucinda Campus
Library - San Isidro TSU San Isidro Campus 606-8139
Management Information 2" floor, Mixed-use Bldg., TSU 606-8127
Systems Office Main Campus
Medical Services Unit 15t floor, Admin. Bldg., TSU Main 606-8136
Campus
NSTP Office 15t floor, Multi-purpose 606-8181
Commercial Bldg., TSU Main
Campus
Office of Planning, 15t floor, CET. Bldg., TSU Main 606-8126
Performance Monitoring and | Campus
Evaluation
Office of Public Affairs 15t floor, Admin. Bldg., TSU Main 606-8123
Campus
Office of the University 2" floor, Admin. Bldg., TSU Main 606-8101
President Campus
Office of the University Office of the University Registrar 606-8182
Registrar Bldg., TSU Main Campus
Procurement Unit Gender and Development Bldg., 606-8157
TSU Main Campus
Records and Archives Unit | 15t floor, Admin. Bldg., TSU Main 606-8156
Campus
Research Office 2" floor, RED Bldg., TSU Lucinda 606-8190
Campus
Sports Development Multi-purpose Commercial Bldg., 606-8134
Management Unit TSU Main Campus
Student Affairs Services Student Center, TSU Lucinda 606-8130

Office

Campus

XXii
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Student Development Unit 2"d floor, Student Center, TSU 606-8131
Lucinda Campus
Supply and Property Supply and Management Office 606-8159
Management Unit Bldg., TSU Main Campus
Technology Development, 2"d floor, RED Bldg., TSU Lucinda 606-8193
Transfer and Campus
Commercialization
University Testing & 2" floor, Student Center, TSU 606-8135
Evaluation Lucinda Campus
University Board Secretary | 2" floor, Admin. Bldg., TSU Main 606-8121
Campus
Vice President for Academic | 2" floor, Admin. Bldg., TSU Main 606-8115
Affairs Office Campus
Vice President for 2"d floor, Admin. Bldg., TSU Main 606-8112
Administration & Finance Campus
Vice President for Research | 2" floor, Admin. Bldg., TSU Main 606-8111
and Extension Services Campus
Vice President for Planning | 2" floor, Admin. Bldg., TSU Main 606-8116

and Quality Assurance

Campus

XXiii
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1. Action on Contracts and External Agreements
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Subject to presence and schedule of the President. Officer-in-Charge of the Office of the
University President 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

Complex

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

Copy of the contract or related

documents.

| University Stakeholders, Guests, and Visitors
CHECKLIST OF REQUIREMENTS

Concern Offices or Unit

WHERE TO SECURE

Review and comments by the University
Legal Counsel and the recommendations.

Legal Counsel

Revision of the contract or agreement
incorporating the Legal Counsel’s

recommendations.

Concerned Office or Unit

AGENCY FEESTO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME ’ RESPONSIBLE
1. Submission of 1. Review of the None 1 day Staff and
pertinent submitted President,
documents documents or Officer-in-
Charge, or
Representative
OUP
2. Follow up of 2. Approval or None 1 day President,
contract and disapproval of or Officer-in-
pertinent document | document Charge, or
Representative
OUP
3. Receipt of 3. Transmittal to None 1 day Staff
preliminary action Secretary of Board OoupP
on Contract or of Regents (BOR),
Agreement if the latter’s action Board Secretary
is needed TSU
4. Receipt of final 4. Board Secretary None 1 day Board Secretary
Action includes the matter TSU
in the Agenda of
the Regular/Special Staff
Meeting of the OuP
Board of Regents;
BOR acts on the Sg;g:]t(;f
contract or TSU
agreement
TOTAL: None 4 days




2. Personal Meeting with the President (Walk-in)
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Subject to presence and schedule of the President. Officer-in-Charge of the Office of the
University President will act in the absence or unavailability of the President.

Office or Division:

Classification:

Type of
Transaction:

Who may avail:
CHECKLIST OF REQUIREMENTS
Valid ldentification Card

Office of the University President

Simple

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

| University Stakeholders, Guests, and Visitors
WHERE TO SECURE

Stakeholders, Guest, Visitors

Letter of purpose of transaction or visit
with the University President

Stakeholders, Guest Visitors

AGENCY FEESTO PROCESSING PERSON
CLIERT SUER: ACTIONS BE PAID TIME ‘ RESPONSIBLE

1. Present the 1. Staff None Less than 1 Staff
identification card acknowledges the minute OouP

valid identification

card
2. Show letter of 2. Staff reads letter None 5 minutes Staff
purpose (if any). of purpose or OuP
Mention the listens to verbal
purpose of the answer. Informs
transaction or visit | the President, or

Officer-in-Charge,

or Representative

about the visitor

and purpose.
3. Meet the 3. President or None 15 minutes President,
President Officer-in-Charge or Officer-in-

meets the visitor. Charge, or

Staff checks Representative

availability of the OuP

President or

Representative.

Set appointment

date and time.

TOTAL: None 21 minutes
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3. Personal Meeting with the President (With Appointment)

Subject to presence and schedule of the President. Officer-in-Charge of the Office of the
University President will act in the absence or unavailability of the President.

ST Hl Office of the University President
Classification: | Simple
G2C - Government to Citizen
G2B — Government to Business Entity/ies
G2G — Government to Government

Who may avail: | University Stakeholders, Guests, and Visitors

Type of
Transaction:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Valid Identification Card Stakeholders, Guest and Visitors
Letter of Appointment Stakeholders, Guest and Visitors
Notice of Acceptance Stakeholders, Guest and Visitors

AGENCY FEES TO

ACTIONS BE PAID

PROCESSING PERSON
TIME RESPONSIBLE

CLIENT STEPS

1. Present the 1. Staff None Less than 1 Staff
identification card acknowledges the minute OouP
valid identification
card
2. Show 2. Staff verifies None 1 minute Staff
appointment letter. | Notice of OuP
Show evidence of | Acceptance of
acceptance appointment
3. Meet the 3. 5. Staff notifies None 15 minutes President,
President, or President, or or Officer-in-
Officer-in-Charge, | Officer-in-Charge or Charge, or
or Representative | Representative of Representative
presence of ouP
University
stakeholder.
President or
Officer-in-Charge
meets the guest or
visitor

TOTAL: None 20 minutes
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1. Action on The Approval of Letters/Communications from Different
Colleges/Offices of the University

Subject to presence and schedule of the President. Officer-in-Charge of the Office of
the University President will act in the absence or unavailability of the President.

Office or Division:

Office of the University President
Simple

|

Classification: |

Type of
Transaction:

Who may avail: \ Offices/Colleges of the University
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
AGENCY FEESTO PROCESSING PERSON
CILIENT STERS ACTIONS BE PAID TIME RESPONSIBLE

G2G - Government to Government

1. Forward 1.1 Staff receives None 10 minutes Staf_f and
letter/communicatio | letters/communicati PreS_lden_t,
n in the Office of ons for approval or Officer-in-

Charge, or
Representative
OuP

the University from the various
President colleges/offices, of
the University for
approval of the
President.
1.1.1 Staff checks
completeness of
letters/communicat
ions, and of the
documents being
submitted. Staff
remands to the
colleges/offices if
the documents are
not complete.

1.1.2 If documents
are complete, Staff
forwards letters/
communications to
the President, or
Officer-in-Charge
for appropriate
action.
1.2 The President None 5 minutes President,
approves or or Officer-in-
endorses to the Charge, or
Vice Presidents/ Representative
appropriate officials OUP
concerned, or to
sender/ filer for
revision or action.

2. Client receives 2. Staff records the None 1 day Staff
action on request letters/communicati OoupP
ons in the logbook
and forwards
approved letter/
communication to
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the Records
Management Unit.

TOTAL: None

1 day &
15 minutes

2. Dissemination of Incoming Communication from Outside Persons or
Agencies

Subject to presence and schedule of the President. Officer-in-Charge of the Office of
the University President will act in the absence or unavailability of the President.

Office or Division:

| Office of the University President
Classification: | Simple
Type of
Transaction:
ARG EVEVYEIRE TSU Employees
CHECKLIST OF REQUIREMENTS
Letters/communications from Outside
Persons or Agencies
Endorsed Letters/communications from
Outside Persons or Agencies

CLIENT STEPS

G2G — Government to Government

WHERE TO SECURE
Stakeholders, Guest and Visitors

Stakeholders, Guest and Visitors

AGENCY FEESTO PROCESSING PERSON

ACTIONS BE PAID TIME RESPONSIBLE
1. Forward letter to | 1.1 Records and None 5 minutes Clerk
Records Archives Unit logs Records and
Management Unit | and maintains a Archives Unit

copy of received
letters/communicati
on and forwards
such to the Office
of the University

President.
1.1.1 Staff logs the | None 5 minutes Staff
letters/communicat OuUP

ion in the logbook
upon receipt of the
letters/
communication.
1.1.2 Forward
letters/
communication to
the President or
Officer-in-Charge
for action and

endorsement.
1.2 Forward letters/ None 5 minutes President,
communication to or Officer-in-
the President or Charge, or
Officer-in-Charge Representative
OUP

for action and
endorsement.
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2. Receive
endorsement or
action on request

2. Staff logs letter/
communications
acted upon by the
President or
Officer-in-Charge
and forwards the
endorsed letter/
communication to
the concerned
office for
dissemination or
information.

None

5 minutes

Staff
OouP

TOTAL:

None

20 minutes
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1. Request of Board Resolutions from the Offices of the University

A board resolution is an important document and a legal record. This service helps the
offices and units of the university identify their roles and matters needed to help them.
Resolutions authorize the offices and units to act on matters that the board voted on.

| Office of the Board Secretary
Classification: | Simple
Type of
Transaction:

Office or Division:

G2G — Government to Government

Who may avail: | Concerned Units or Offices of the Universit
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Copy of the board resolution and with related | Office of the Board Secretary

documents.

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

1. Request of 1. Pre-assessment None 1 day Board Secretary,
Board Resolutions of the request Clerk

from the Offices of Office of the
the University Board Secretary
2. Client will tell the | 2. Preparation of None 1 day Board Secretary,
information about | the requested Clerk

the board resolution | resolutions (either Office of the

request Academic, Board Secretary

Administrative, or
Board Resolution)
3. Receive the 3. Release of the None 1 day Clerk
requested board requested board Office of the
resolution resolution Board Secretary

TOTAL: None 3 days

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

This service helps to deliver efficient and effective university programs and policies. This is issued
by the offices and units of the university and submitted to the board secretary. The draft action
document, implementation plan, and other relevant documents must also be attached.

(O[N] @PINEIe]iHl Office of the Board Secretary
Classification: Highly Technical

Type of . G2G - Government to Government
Transaction:

Who may avail: Concerned Units or Offices of the University

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Complete Staff Work (CSW) or Agenda Concerned Units or Offices of the University
Approved Board Resolution from the Agenda | Office of the Board Secretar

AGENCY FEES PROCESSING PERSON

CLIENT STEPS ACTIONS TPOAIBDE TIME RESPONSIBLE

1. Submission of 1.1 Pre-assessment | None 2 weeks Boar(_ll Secretary
Complete Staff of the request Office of the

Work (CSW) or Board Secretary
Agendas from the 1.2 Schedule a None 1 day Board Secretary

special/pre-board Office of the
or board meeting, Board Secretary

10
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Offices of the with the _
University participation of President
Board of Regents. OuP
Board of Regents
1.3 Discussion of None 1 day Board Secretary
the submitted Office of the
agendas of each Board Secretary
offices _
President
OuUP
Board of Regents
1.4 Approval of the None 1 day Board Secretary
agendas by Board Office of the
of Regents Board Secretary
President
OuP
Board of Regents
1.5 Releasing of None 1 day Board Secretary,
approved agendas Clerk
or board resolution Office of the
to each offices of Board Secretary
the university
TOTAL: | None 18 days

3. Submission of Agendas in an Administrative Meeting by the Directors,
Heads or OIC of the University

This service helps the offices a chance to give an overview of their individual
achievements, accomplishments, contributions, list of 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.

(OIS @IV 11l Office of the Board Secretary
Classification: Highly Technical

Type of
Transaction: G2G — Government to Government

Who may avail: Heads, Directors or OIC of the University

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
List of Agendas From Heads, Directors or OIC of the University

Administrative Council Resolution Office of the Board Secretary

CLIENT STEPS AGENCY Tope | ROL=SSING PERSON
ACTIONS DA TIME RESPONSIBLE

1. Submission of 1.1 Pre-assessment | None 2 weeks Board Secretary

Agendas by the of the request Office of the

Directors, Heads Board Secretary

or OIC of the 1.2 Schedule of None 1 day Board Secretary

University Administrative Office of the
Meeting Board Secretary

President
OuP

11
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Vice Presidents
VPAF, VPAA,
VPRES, VPPQA

Administrative
Council
1.3 Discussion of None 1 day Board Secretary

agendas with the Office of the
Administrative Board Secretary

Council President
OouP

Vice Presidents
VPAF, VPAA,
VPRES, VPPQA

Administrative
Council

1.4 Approval of the None 1 day Board Secretary

agendas Office of the

Board Secretary

President
OuP

Vice Presidents
VPAF, VPAA,
VPRES, VPPQA

Administrative
Council
1.5 Releasing of None 1 day Board Secretary,

approved agendas Clerk
Office of the

Board Secretary

TOTAL: | None 18 days

4. Submission of Agendas in an Academic Council Meeting by the
Directors, Heads or OIC of the University

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

(O[N] @IV e]sHl Office of the Board Secretary
Classification: Highly Technical

Type of . G2G — Government to Government
Transaction:

Who may avail: Heads, Directors or OIC of the University

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
List of Agendas From Heads, Directors or OIC of the University
Administrative Council Resolution Office of the Board Secretar
FEES PROCESSING
AGENCY PERSON
CLIENT STEPS TO BE TIME RESPONSIBLE

ACTIONS PAID

12
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1. Submission of
Agendas by the
Directors, Heads
or OIC of the
University

1. Pre-assessment
of the request

None

2 weeks

Board Secretary
Office of the
Board Secretary

2. Schedule of
Academic Council

None

1 day

Board Secretary
Office of the
Board Secretary

President
OouP

Vice Presidents
VPAF, VPAA,
VPRES, VPPQA

Administrative
Council

3. Discussion of
agendas with the
Academic Council

None

1 day

Board Secretary
Office of the
Board Secretary

President
OuP

Vice Presidents
VPAF, VPAA,
VPRES, VPPQA

Administrative
Council

4. Approval of the
agendas

None

1 day

Board Secretary
Office of the
Board Secretary

President
OuP

Vice Presidents
VPAF, VPAA,
VPRES, VPPQA

Administrative
Council

5. Releasing of
approved agendas

None

1 day

Board Secretary
Office of the
Board Secretary

Clerk
Office of the
Board Secretary

TOTAL:

None

18 days

13
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1. Special Audit (Assurance and Advisory)

The special Audit is requested by the University President whenever necessary. It is
intended to address current issues on governance, risk assessment and control processes
of the University.

Internal Audit Service
Highly Technical

Office or Division: |
Classification: |
Type of

Transaction: G2G - Government to Government

WALRNEVEVC R University President
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

A request letter from the University From the Office of the University President
President to conduct special audit

CLIENT STEPS AGENCY FEESTO PROCESSING PERSON

ACTIONS BE PAID TIME RESPONSIBLE
1. University 1.1 Clerk receives None 3 minutes Clerk
President sends and records the Office of the
request letter for request letter and Unlvt_erslty
special audit sends it to the IAS President
Director
Clerk
Internal Audit
Service
1.2 IAS Director None 1 hour Director

Audit Team Leader
Internal Audit
Service

evaluates the
request and
assigns the audit
assignment to the
audit team leader
1.3 Audit Team None 3 hours Audit Team Leader
Leader prepares Director
the Audit Program Internal Audit

and sends it to IAS Service
Director for
Approval
1.4 IAS Director None 1 hour Director
prepares and sends Interna! Audit
Notice of Audit to Services
Universit
Presiden}[/for Clerk
Office of the
ApprovaI. anq University
communication to )
Auditee President
Clerk
Internal Audit
Services
1.5 Perform None 17 working Audi; TS?ﬁ;tL?fader
I iti uai al
ﬁg%r\,?,g:?te auditing days Internal Audit
Services

1.6 Preparation and | None 1 working day | Audit Team Leader
approval of audit Audit Staff

report Director
P Internal Audit

Services

15
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1.7 Submission of None 3 minutes Clerk
the Audit Report to Office of the
the Office of the Univc_arsity
University President
President
Clerk
Internal Audit
Service
2. University 2. Discussion of the | None 1 hour University
President Audit Findings with President
schedules the Exit | the University Auditee
Conference President, Auditee,
IAS Director and IAS Director
Audit Team Leader.
Audit Team Leader
18 days, 6
TOTAL: None hours &
6 minutes

2. Request for Audit Reports

This service is intended to address specific needs of the Commission on Audit and heads
of Offices/Units/Colleges of the University.

Internal Audit Service

Office or Division: |
Classification: |

Simple

Type of
Transaction:

G2G - Government to Government

Who may avail:

CHECKLIST OF REQUIREMENTS

report.

CLIENT STEPS

Approved request to obtain copy of audit

AGENCY
ACTIONS

BE PAID

FEES TO

| Commission on Audit and Colleges/Offices/Units of the University
WHERE TO SECURE
From the Office of the University President

PROCESSING
TIME

RESPONSIBLE

PERSON

1. Send request 1.1 Receives None 1 minute Clerk

letter to the Office | approved request Internal Audit

of the University letter and records it Service

President for in the logbook

approval 1.2 Internal Audit None 1 minute Clerk
Service Clerk Director
sends the approved Internal Audit
request letter to the Service
IAS Director
1.3 Locates needed | None 1 hour Clerk
report and Internal Audit
reproduce it Service
1.4 Records the None 1 minute Clerk
distribution of the Internal Audit
requested report Service

2. Receive the 2. Send the None 1 minute Clerk

requested report requested report to Internal Audit
the recipient Service

TOTAL: | None 1 hour &
4 minutes

16
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Management Information Systems Office

External/Internal Services
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1. Account Creation and Assigning of Privileges

The service allows the creation of account and assigning of privileges.

Office or Division:

Classification:
Type of
Transaction:
Who may avail:

| Any TSU student or employee
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Management Information Systems Office

Simple

G2C - Government to Citizen
G2G — Government to Government

CHECKLIST OF REQUIREMENTS
System Access and Privilege Request
Form

CLIENT STEPS

AGENCY

FEES TO

WHERE TO SECURE
Front Desk at MIS Office
Online thru website (https://www.tsu.edu.ph)

PROCESSING

PERSON

ACTIONS BE PAID TIME RESPONSIBLE

1. Get the System | 1. Give the System None. 3 minutes Software Unit
Access and Access and Staff/Clerk
Privilege Request Privilege Request MIS Office
Form or download Form or the link to
the form on the download the form
website and fill it to the client
out properly
2. Give the filled- 2. Get the Request None. 3 minutes Software Unit
out form to the to Create / Reset Staff/Clerk
Software Unit User Account Form MIS Office
staff/Clerk or send | from the client
it using email or MS
Teams
3. Wait for the 3. The Software None. 5 minutes Software Unit
Software Unit Unit staff/Clerk will Staff/Clerk
staff/Clerk to create the account MIS Office
perform the request | and assign the

necessary

privileges. The

client will be

notified when the

task is finished

TOTAL: None 11 minutes

18
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Internal Services
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1. Changing of Posted Schedule

The service allows the official rectification of posted class schedules.

Office or Division: |
|

Classification:
Type of
Transaction:

TE
< B %
e 7

SARLY
41188

1906

Management Information Systems Office

Simple

G2G - Government to Government

Who may avail:

| All Faculty and College Clerks

CHECKLIST OF REQUIREMENTS

CLIENT STEPS

Request to Change Posted Schedule Form

AGENCY
ACTIONS

WHERE TO SECURE

Front Desk at MIS Office

Online thru website (https://www.tsu.edu.ph

FEES TO
BE PAID

PROCESSING
L=

PERSON
RESPONSIBLE

1. Get the Request | 1. Give the Request | None. 3 minutes Clerk
to Change Posted | to Change Posted MIS Office
Schedule Form or Schedule to the
download the form | client
on the website and
fill it out properly
2. Give the filled- 2. Get the Request None. 3 minutes Clerk
out form to the MIS | to Change Posted MIS Office
Clerk or send it Schedule from the
using email or MS | client
Teams
3. Wait for the MIS | 3. Change the None. 5 minutes Clerk
Clerk to perform the | posted schedule as MIS Office
request requested and will

notify you if your

request has been

finished or if there

is a conflict and the

schedule cannot be

updated

TOTAL: None 11 minutes
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2. Office 365 Account Assistance

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

Office or Division: Network_Unit/Software D_evelopment Unit - Management

Information Systems Office
Classification: Simple
Prlgr?sc;]::tion: G2G — Government to Government
WALENEVEVET R All TSU Employees

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Office 365 Assistance Request Form Front Desk at MIS Office
Online thru website (https://www.tsu.edu.ph
AGENCY FEESTO PROCESSING PERSON
CILIENT STERS ACTIONS BE PAID TIME RESPONSIBLE

1. Get Office 365 1. Give Office 365 None. 3 minutes MIS Staff
Assistance Request | Assistance Request
Form or download | Form or send the
the form on the download link/MS
website or fill out Form link to the
the MS Forms. client.
2. Give filled out 2. Office 365 None. 5 minutes MIS Staff
form to a MISO account will be
Technical Staff or created by the MIS
send it using MS Staff.
Teams or email
3. Wait for the MIS | 3. After account is None. 3 minutes MIS Staff
Clerk to perform the | created, MISO Staff
request will give the

credentials to the

user. If the request

is done online, the

credentials will be

given via email

TOTAL.: None 11 minutes

3. Tag/Un-tag of Faculty/Room/Schedule

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

Office or Division:

Management Information Systems Office

Classification:

Simple

Type of
Transaction:

G2G - Government to Government

Who may avail:

All Faculty and College Clerks

WHERE TO SECURE

CHECKLIST OF REQUIREMENTS

Request to Tag Faculty/Room/Schedule form | Front Desk at MIS Office
Online thru website

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

1. Give the Request | None. 3 minutes Clerk

to Tag Faculty/ MIS Office
Room/ Schedule
Form to the client

1. Get the Request
to Tag Faculty/
Room/ Schedule
Form or download
the form on the
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website and fill it
out properly
2. Give the filled- 2. Get the Request None. 3 minutes Clerk
out form to the MIS | to Tag Faculty/ MIS Office
Clerk or send it Room/ Schedule
using email or MS | from the client
Teams
3. Wait for the MIS | 3. The MIS Clerk None. 5 minutes Clerk
Clerk to perform the | will encode the MIS Office
request Request to Tag
Faculty/Rooms/Sch
edule as requested
and will notify you if
your request has
been finished
TOTAL: None 11 minutes

4. Tag/Un-tag of Honorarium Classes

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

Management Information Systems Office
Simple

Classification:

Type of

Transaction:

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

Tagging of Honorarium Form Front Desk at MIS Office
Online thru website

Office or Division: |
|

G2G - Government to Government

AGENCY FEESTO PROCESSING PERSON
SN SUERE ACTIONS BE PAID TIME RESPONSIBLE
1. Get the Tagging | 1. Give the Tagging | None. 3 minutes Clerk
of Honorarium of Honorarium MIS Office

Form or download Form to the client
the form on the
website and fill it
out properly

2. Give the filled- 2. Get the Tagging None. 3 minutes Clerk
out form to the MIS | of Honorarium MIS Office
Clerk or send it Form from the
using MS Teams or | client
email
3. Wait for the MIS | 3. Notify you if your None. 5 minutes Clerk
Clerk to perform the | request has been MIS Office
request finished

TOTAL: None 11 minutes
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5. Transfer of Students

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

Management Information Systems Office
Simple

Office or Division: |
|

Classification:
Type of
Transaction:
WOLRNEVEVZ B All Faculty and College Clerks
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Front Desk at MIS Office
Online thru website

G2G - Government to Government

Transfer of Students Form

AGENCY FEESTO  PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME ‘ RESPONSIBLE
1. Get the Transfer | 1. Give the Transfer | None. 3 minutes Clerk
of Students form or | of Students Form to MIS Office
download the form | the client
on the website and
fill it out properly
2. Give the filled- 2. Get Transfer of None. 3 minutes Clerk
out form to the MIS | Students Form from MIS Office
Clerk or send it the client
using MS Teams or
email
3. Wait for the MIS | 3. The MIS Clerk None. 5 minutes Clerk
Clerk to perform the | will notify you if MIS Office
request your request has
been finished
TOTAL: None 11 minutes
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1. Biometrics Registration

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

Classification: Simple

Type of G2C - Government to Citizen

Transaction: G2G - Government to Government

All TSU Employees, Student Athletes, and Student Trainees

at TSU Hotel

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
AGENCY FEESTO PROCESSING PERSON

SHISNUSTIS ACTIONS BE PAID TIME RESPONSIBLE

ST AP Bl Software Development Unit

Who may avail:

1. Get the 1. Give the None 3 minutes SDU Staff
Biometrics Biometrics MIS Office
Registration Log Registration Log to
and fill it out the client
properly
2. Give the filled- 2. Get the None. 3 minutes SDU Staff
out form to the SDU | Biometrics MIS Office
Staff Registration Log

from the client
3. Wait for the SDU | 3. The SDU Staff None. 10 minutes SDU Staff
Staff will register your MIS Office

fingerprint to the

biometrics device

TOTAL: None 16 minutes

2. Blocking and Unblocking of RFID Cards

The service allows the blocking and unblocking of lost RFID to avoid misuse and
unblocking of blocked RFID.

(O IAN @I\ EI1iHl Software Development Unit
Classification: Simple

Type of G2C - Government to Citizen
Transaction: G2G - Government to Government
. All student and employee RFID card holders may go to the MIS
AN Y S Office to request for the blocking or unblocking of their RFID Cards
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Request to Block/Unblock Logbook Front Desk at MIS Office

AGENCY FEESTO PROCESSING PERSON

CLIENT STEPS ACTIONS BE PAID TIME ‘ RESPONSIBLE
1. Get the Request | 1. Give the Request | None. 3 minutes Clerk/Software
to Block/Unblock to Block/Unblock Unit Staff
Logbook and Fill it | Logbook to the MIS Office
out properly client
2. Give the filled- 2. Get the filled-out None. 3 minutes Software Unit
out logbook to the logbook from the Staff
Software Unit staff | client MIS Office
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3. Wait for the 3. The Software None. 10 minutes Software Unit
Software Unit staff | Unit staff will notify Staff
to block or unblock | you if your RFID MIS Office
the RFID has been Blocked
or Unblocked
TOTAL: None 16 minutes

3. 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

Software Development Unit

Complex

G2C - Government to Citizen; G2G — Government to Government

Transaction:
Who may avail: ‘ All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Request for Data Form Front Desk at MIS Office

AGENCY FEESTO PROCESSING PERSON
CILIENT STERS ACTIONS BE PAID TIME RESPONSIBLE
1. Get the Request | 1. Give the None. 3 minutes Clerk/Software
for data form or the | form/MS Form link Unit Staff
MS Form link and to the client MIS Office
fill it out properly
2. Give the filled- 2. Get the filled-out None. 3 minutes Software Unit
out form to the form from the client Staff
Software Unit staff | or open their MIS Office
or submit the MS response on MS
Form Form
3. Wait for the 3. The Software None. 5 days Software Unit
Software Unit staff | Unit staff will give to Staff
to perform the you the data you MIS Office
request (face to requested
face). If the request | personally if face to
is thru online wait face or thru MS
for the email teams/email if
response online transaction
TOTAL: | None 5 days &
6 minutes
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1. Create and Update of Website/Webpage
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The service allows client post new content to the university website or update outdated
information to avoid misinformation and confusion.

Office or Division:

Classification:
Type of
Transaction:

Who may avail:

Software Development Unit

Complex

G2G — Government to Government

CHECKLIST OF REQUIREMENTS

Request for Website / Webpage Update

Any TSU employee, both Non-Teaching and Faculty with
permanent, temporary, lecturer, and job order may go to the MIS
Office to request for website/webpage update

WHERE TO SE
Front Desk at MIS Office

CURE

Form Online thru website

AGENCY FEESTO PROCESSING PERSON

SEENT STEES ACTIONS BE PAID TIME ‘ RESPONSIBLE
1. Get the Request | 1. Give the website None. 3 minutes Clerk/ SDU Staff
for website / / webpage update MIS Office
webpage update form to the client
form and Fill it out
properly
2. Give the filled- 2. Get the website / | None. 3 minutes SDU Staff
out form to the webpage update MIS Office
Software Unit staff | form and the
including all the information to be
information to be posted from the
updated/posted on | client
the website. Can be
sent thru email or
MS Teams
3. Wait for the 3. The Software None. 5 days SDU Staff
Software Unit staff | Unit staff will notify MIS Office
to perform the you if your
request website/webpage
has been updated
TOTAL: | None 5 days &
6 minutes
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2. Development of New Systems/Programs

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

Office or Division:

Software Development Unit
Highly Technical

|

Classification: |

Type of
Transaction:

WALRNEVEVZI R All TSU Employees

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

System/Program Maintenance and Front Desk at MIS Office
Development Form

Online thru website
AGENCY FEES TO  PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID

TIME RESPONSIBLE
1. Get the 1. Give the System/ | None. 3 minutes Clerk/ SDU Staff
System/Program Program MIS Office
Maintenance and Maintenance and
Development Form | Development Form

G2G — Government to Government

and Fill it out to the client
properly
2. Give the filled- 2. The Software None. *It depends on SDU Staff
out form to the Unit staff will the system / MIS Office
Software Unit staff | perform the program

request. The staff request*

may request
meetings to get
more information
regarding the
system / program to
be developed

It depends on
the system /
TOTAL: None program

requested by
the end-user
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1. Repair of ICT Equipment
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The service allows the troubleshooting and repair of the ICT equipment of end-users.

Office or Division:
Classification:
Type of
Transaction:

Who may avail:

ffils'a@

Hardware Unit

Simple

G2C - Government to Citizen
G2G - Government to Government

CLIENT STEPS

AGENCY
ACTIONS

| All TSU Employees; Student Organizations
CHECKLIST OF REQUIREMENTS
Citizen / Client Satisfaction Surve Front Desk at MIS Office

FEES TO
BE PAID

WHERE TO SECURE

PROCESSING
TIME

PERSON

RESPONSIBLE

1. Client will 1. The MIS None. 10 minutes MIS Hardware
proceed to MIS Technician will go *time may vary Technician
Office or call the to the client’s office depending on MIS Office
MIS Clerk to assess the the availability
regarding the problem of technician
problem encountered with
encountered on the | the equipment.
hardware.
2. Wait for the 2. MIS Technician None. 10 working MIS Hardware
equipment to be will perform the hours Technician
repaired and necessary *time may vary MIS Office
delivered (if unitis | actions/troubleshoo depending on
pulled out) ting. the

assessment of

the technician
3. Fill up the Citizen | 3. Get the signed None. 3 minutes MIS Hardware
/ Client Satisfaction | form. Technician
Survey Form MIS Office

TOTAL: | None | 19hours&
13 minutes
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2. Software Installation

The service allows the installation of various software applications needed by end-users.

TRl Hardware Unit
Classification: | Simple
Type of G2C - Government to Citizen
Transaction: G2G - Government to Government
Who may avail: | All TSU Employees; Student Organizations
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
AGENCY FEESTO PROCESSING PERSON
SEENT STEES ACTIONS BE PAID TIME RESPONSIBLE

1. Client will call the | 1. The MIS None. 5 minutes MIS Hardware
MIS Clerk Hardware Technician
regarding the Technician will MIS Office
request of software | proceed to the
installation. client’s office and

perform the

software

installation.
2. Wait for the 2. Download None. 30 minutes MIS Hardware
software installation | necessary *depending on Technician
to be completed. installation files and what and MIS Office

install the software. number of

software to be
installed
3. Fill up the Citizen | 3. Get the form None. 3 minutes MIS Hardware
/ Client Satisfaction | from the client. Technician
Survey presented MIS Office
by the MIS
Hardware
Technician.
TOTAL: None 30 minutes
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1. Inspection for Condemn of ICT Equipment
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The service allows the condemn of unserviceable ICT equipment for disposal.

Office or Division: |
Classification: |
Type of
Transaction:
Who may avail:

Hardware Unit

Complex

G2G - Government to Government

CHECKLIST OF REQUIREMENTS
Pre-Repair / Inspection Form

| All Permanent Employees

Front Desk at MIS Office

WHERE TO SECURE

Property Acknowledgement Receipt

Front Desk at Supply and Property
Management Unit

Inventory and Inspection Report of
Unserviceable Property Form

Front Desk at Supply and Property
Management Unit

Citizen / Client Satisfaction Survey

Front Desk at MIS Office

AGENCY FEESTO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME ‘ RESPONSIBLE
1. Client will call 1. The inspection None. 1 hour Clerk
MIS Office to officer will assess Inspection
request the the ICT device Officer
technical inspection | based from the MIS Office
officer for the Property
inspection of the Acknowledgement
ICT device. Receipt.
2. Client will sign 2. The inspection None. 5 minutes Inspection
the following: officer will present Officer
Request for Pre- the Pre-inspection MIS Office
Repair / Pre- Form to the client to
inspection Form. be signed by the
accountable
personnel.

3. Client will 3. The Supply & None. 5 minutes SPMU Staff in
present the Pre- Property charge of INI
Repair/ Inspection | Management Unit
form to the Supply | Staff in charge will
& Property prepare the
Management Unit Inventory and
(SPMU) to prepare | Inspection Report
the Inventory and of Unserviceable
Inspection Report Property (INI)
of Unserviceable
Property (INI)
4. SPMU Staff in 4. The MISO None. 5 minutes Director of
charge will give the | Director will sign MISO
INI form to the the INI form. Inspection
inspection officer in Officer of MISO
charge. To be sign
by the MISO
director
5. The inspection 5. The SPMU will None. 5 minutes SPMU Staff in
officer will return receive the INI form charge of INI

the INI form to the
SPMU
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6. Fill up the Citizen | 6. Get the form None. 3 minutes MIS Hardware
/ Client Satisfaction | from the client. Technician
Survey presented MIS Office
by the MIS
Hardware
Technician.

TOTAL: | None 1 hour &

21 minutes

2. Inspection of New ICT Equipment

The service allows the inspection of new ICT equipment delivered to the university.

Office or Division:

Hardware Unit

|
Classification: |

Simple

Type of

G2G - Government to Government

Transaction:
Who may avail:

| All Permanent Employees

CHECKLIST OF REQUIREMENTS

Inspection and Acceptance Report Form

WHERE TO SECURE
Supply and Property Management Unit

Request for Inspection Form

Supply and Property Management Unit

CLIENT STEPS

Citizen / Client Satisfaction Survey

AGENCY
ACTIONS

FEES TO
BE PAID

Front Desk at MIS Office

PROCESSING
L=

PERSON
RESPONSIBLE

1. SPMU staff will 1. The inspection None. 3 hours Inspection
request inspection | officer will proceed *time may vary Officer
of new ICT devices | with the inspection depending on MIS Office
to the inspection of the equipment. number of
officer. equipment to
be inspected
2. SPMU staff will 2. The inspection None. 10 minutes Inspection
present the officer will fill out Officer
Request for the Request for MIS Office
Inspection form and | Inspection form and
Inspection and sign the Inspection
Acceptance Report | and Acceptance
to the inspection Report
officer to be fill out
TOTAL: | None 3 hours &
10 minutes
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3. Preventive Maintenance for Desktop Computer Units

The service allows the monthly scheduled maintenance of computer units to address
issues and alleviate its future reoccurrence for the benefit of the end-user.

Hardware Unit
Complex

Office or Division: |
Classification: |
Type of
Transaction:
WALRNEVEVZI R All TSU Employees
CHECKLIST OF REQUIREMENTS
Preventive Maintenance Form Front Desk at MIS Office
Citizen / Client Satisfaction Survey Front Desk at MIS Office
CLIENT STEPS AGENCY FEESTO PROCESSING PERSON

G2G - Government to Government

WHERE TO SECURE

ACTIONS BE PAID TIME RESPONSIBLE
1. Wait for the 1. MIS Hardware None. 5 minutes MIS Hardware
notification from the | Technician will Technician
MIS Staff. notify client/s MIS Office
scheduled for
computer
preventive
maintenance.
2. Wait for the 2. MIS Hardware None. 2 hours MIS Hardware
preventive Technician will Technician
maintenance to be | proceed to the *time may vary MIS Office
completed. client/s office. depending on
number of
machines to
maintained
3. Sign the Citizen / | 2. Get the signed None 10 minutes MIS Hardware
Client Satisfaction form. Technician
Survey presented MIS Office
by the MIS
Hardware
Technician.
TOTAL: | None 2 hours &
10 minutes
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1. Wi-Fi Access Registration
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The service provides employees and students Wi-Fi access inside the university
premises.

Office or Division:
Classification:
Type of
Transaction:

Who may avail:

CLIENT STEPS

/f‘LIS}}@

Network Unit

|
| Simple

G2C - Government to Citizen;
G2G - Government to Government

| All TSU Employees and Students
CHECKLIST OF REQUIREMENTS

Wi-Fi Access Registration Form Front Desk at MIS Office

PROCESSING

AGENCY

ACTIONS

FEES TO
BE PAID

TIME

WHERE TO SECURE

PERSON

RESPONSIBLE

1. Get Wi-Fi Access | 1. Give the Wi-Fi None. 3 minutes Network
Registration Form | Access Registration Technician
and fill out properly. | Form. MIS Office
2. Give filled out 2. Network None. 5 minutes Network
form to a Network Technician will Technician
Unit Staff. register the MIS Office

equipment if client

is an employee. If

the clientis a

student, he/she will

be given an access

voucher instead.
3. Once equipment | 2. Notify the client None. 3 minutes Network
is registered, they of they are already Technician
will already have registered and/or MIS Office
access to the Wi-Fi | guide them to login
facilities of the on the captive
university. For portal.
students they will
just use their
received voucher
as an access to the
captive portal page
to be able to use
the Wi-Fi facilities
of the university.

TOTAL: None 11 minutes
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1. Creation of Domain Accounts
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The service allows the creation of an account to access the TSU Network.

Office or Division: |

Network Unit

Classification: |

Simple

Type of
Transaction:

G2G — Government to Government

Who may avail: |

CHECKLIST OF REQUIREMENTS
Request to Create / Reset User Account

Form
CLIENT STEPS

1. Get Request to
Create / Reset User
Account Form and
fill out properly.

All TSU Employees

AGENCY
ACTIONS
1. Give Request to
Create / Reset User
Account Form to
client.

WHERE TO SECURE

Front Desk at MIS Office

FEES TO

PROCESSING
BE PAID

TIME

PERSON
RESPONSIBLE
Network Unit Staff

MIS Office

2. Give filled out
form to a Network
Unit Staff.

2. Domain account
will be created by a
Network Unit Staff.

Network Unit Staff
MIS Office

3. Wait for the
account to be
created.

3. After account is
created, Network
Unit Staff will give
the user credentials
needed to be able
to log in the TSU
Network.

Network Unit Staff
MIS Office

TOTAL:

None. 3 minutes
None. 5 minutes
None. 3 minutes
None 10 minutes

2. Reset of TSU Systems/Network Accounts

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

Office or Division:

Classification:

Type of
Transaction:

G2G — Government to Government

Who may avail:

CHECKLIST OF REQUIREMENTS
Request to Create / Reset User Account

Form

CLIENT STEPS

1. Get Request to
Create / Reset User
Account Form and
fill out properly.

All TSU Employees

AGENCY
ACTIONS

1. Give Request to

Create / Reset User
Account Form to
clients.

BE PAID

WHERE TO SECURE

Front Desk at MIS Office

PROCESSING
TIME

3 minutes

FEESTO

None.

RESPONSIBLE

PERSON

Network Unit Staff
MIS Office

2. Give filled out
form to a Network
Unit Staff.

2. Network unit staff
will reset the
domain account of
the client.

None. 10 minutes

Network Unit Staff
MIS Office
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3. Wait for the 3. After account is None. 3 minutes Network Unit Staff
account to be reset. | reset, Network Unit MIS Office

Staff will give the
user credentials
needed to be able
to log in the TSU
Network.

TOTAL: None 16 minutes

3. Unblocking of Websites

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

TR A Network Unit
Classification: | Simple
Type of

Transaction: G2G — Government to Government

WALEUEVYZVZHE All TSU Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Unblock Website Form Front Desk at MIS Office
AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE

1. Get Unblock 1. Give the Unblock | None. 3 minutes Network Unit Staff
Website Form and | Website Form to MIS Office

fill out properly. the client.

2. Give duly filled 2. Network Unit None. 15 minutes Network Unit Staff
out form to a Staff will unblock MIS Office

Network Unit Staff. | the websites
requested for the
user indicated on

the form.
3. Wait for their 3. Notify the client None. 3 minutes Network Unit Staff
request to be that their request is MIS Office
accomplished. done.

TOTAL: None 21 minutes

4. Wi-Fi Setup/Deployment

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

@1 [N AP\ ] Network Unit
Classification: Simple

Type of
M G2G — Government to Government

Who may avail: | All TSU Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
AGENCY FEESTO PROCESSING PERSON
CIEIENT STERE ACTIONS BE PAID TIME RESPONSIBLE
1. Get Unblock 1. Give the Unblock 3 minutes Network Unit
Website Form and

Website Form to Staff
fill out properly. the client. MIS Office
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2. Give filled out 2. After processing None. 4 days Network Unit
form to a Network of form, the request Staff
Unit Staff. If request | is upon the MIS Office
is given less than a | availability of
week before the equipment. If
event the client equipment is
needs to fill out the | available, it will be
reason why the configured and
request was only deployed before the
given on a short event. However, if
notice. there are no

equipment

available the client

will be informed of

the matter.
3. The client will 3. Once equipment None. 2 hours Network Unit
wait for the is configured it will Staff
notification. be deployed to the MIS Office

location of the

request and will

notify the client

once deployed.
4. Inform MIS Staff | 4. Once eventis None. 1 hour Network
that the event is done the equipment Technician/MIS
finished. will be retrieved by Hardware

MIS technical staff. Technician

MIS Office
TOTAL: None 4 days,
3 hours,
3 minutes

5. Granting VPN Access

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

Office or Division:

Classification:

Type of
Transaction:

G2G — Government to Government

Who may avail:

CLIENT STEPS

All TSU Employees

CHECKLIST OF REQUIREMENTS

VPN Access Form Front Desk at MIS Office

AGENCY
ACTIONS

FEESTO
BE PAID

WHERE TO SECURE

PROCESSING
TIME

PERSON
RESPONSIBLE

the form.

client for any
clarification
regarding the form

1. Acquire or 1. Provide VPN | None. | 3minutes |  Network |

download VPN Access Form to the Technician

Access Form from | client MIS Office

the office or

website.

2. Fill the 2. Provide None. 2 days Network

necessary details in | assistance to the Technician
MIS Office
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3. Return the form 3. Receive the form None 3 minutes Network
to the office for from the client and Technician
submission. check if the form is MIS Office
duly filled-up
4. Bring the 4. Install the VPN None 1 hour Network
computer machine | software to the Technician
for the installation | client's machine MIS Office
of VPN software and provide
orientation in using
the software
TOTAL: None 2 days, 1 hour,
6 minutes

6. Cabling for New Network Connection

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

Office or Division: |

Network Unit

Classification:

Simple

Type of G2C - Government to Citizen;

Transaction: G2G — Government to Government

Who may avail: | All TSU Employees; Student Organizations
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Front Desk at MIS Office
AGENCY FEESTO PROCESSING |  PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE

1. Get Cabling 1. Give Cabling None. 3 minutes Network
Request Form and | Request Form to Technician
fill out properly. the client. MIS Office
2. Give filled out 2. The Network None. 2 hours Network
form to a Network | Technician will Technician
Unit Staff. schedule the MIS Office

request and check

if there are

available supplies.
3. Wait for the 3. The Network / None 2 days Network
notification of Computer (depending on Technician
network technician. | Technician will the cabling to MIS Office

perform the request be done)

if there are

available supplies

and will notify

clients if request

has been done.

TOTAL: None 2 days,
2 hours,
3 minutes
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1. 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.

ST Hl Office of Public Affairs

Classification: | Complex

G2C - Government to Citizen

G2B - Government to Business Entity/ies

G2G - Government to Government

Who may avail: I

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Request Form Coverage of Events or Office of Public Affairs

Activities TSU-PAI-SF-09

Details of event, Program flow (if an Concerned office/college/organization

AGENCY FEESTO PROCESSING PERSON

SHISNUSTIS ACTIONS BE PAID TIME RESPONSIBLE

Type of
Transaction:

1. Submit 1. Plot the request None 1 minute Technical Staff
accomplished form and/or Director
OPA
2. Provide program | 2.1 Attend the None 7 days Technical Staff
flow (if any) activity or event and/ocr) IED'iArector
2.2 Upload the None 1 hour Technical Staff
photos/videos to OPA

available storage
for safekeeping

TOTAL: None 7 days, 1 hour,
1 minute

*Time may vary depending on the duration of the event

2. Publication of Online News

The service allows clients to get information on the programs, projects, activities in the
university via TSU website and social media platforms.

O [N I AP\ Isl Office of Public Affairs
Classification: Complex

Tvbe of G2C - Government to Citizen
T)rlgnsaction' G2B - Government to Business Entity/ies
’ G2G - Government to Government

Who may avalil: All

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Details of event, Program flow (if any) or Concerned office/college/organization
news article

AGENCY FEESTO PROCESSING PERSON
ASHISIS A ACTIONS BE PAID TIME RESPONSIBLE

1. Submit 1.1 Proofread the None 3 days Technical Staff
information or news | received file for OPA
article to OPA write-up or revision

1.1.1 Staff shall be
deployed to cover
the event/activity
and shall write an
article afterwards
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1.2 Final checking None 2 hours Director
of output shall be OPA
done by Director
1.3 Staff shall None 10 minutes Technical Staff
upload the article to OPA
TSU website and
social media
platform.
TOTAL: None 3 days,
2 hours,
10 minutes

3. Publication and Distribution of TSU Bulletin

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

ST =R Hl Office of Public Affairs
Classification: Highly Technical
G2C - Government to Citizen
G2B - Government to Business Entity/ies
G2G - Government to Government
Who may avail: |l
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Type of
Transaction:

Details of event, Program flow (if any) or Concerned office/college/organization
news article
TSU Bulletin Receiving Log Office of Public Affairs
TSU-PAI-SF-02 Rev 01
AGENCY FEESTO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME ‘ RESPONSIBLE

1. Requesting office | 1.1 Proofread the None 3 days Technical Staff
must submit received file for OPA
information/news write-up or revision
article and details
to OPA for write-up | 1.1.1 Staff shall be
or proofreading deployed to cover
the event/activity
and shall write an
article afterwards

1.2. Checking of None 2 hours Director
article/s shall be OPA
done by the

Publications Unit
Head and Director

1.3 Staff shall None 5 days Technical Staff
forward the final OPA
layout of the TSU
Bulletin to BAASO
for printing
1.4 Final inspection None 1 day Director and
of printed TSU Technical Staff
Bulletin copies OPA
1.5 Distribution of None 1 day Technical Staff
TSU Bulletin OPA

TOTAL: | None 10 days,

2 hours
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4. Production of University Information Materials

The service allows the agency to prepare, publish and distribute the university annual
report and produce the university audio visual presentation highlighting the important
accomplishments of the university for the past calendar year.

Office of Public Affairs
Highly Technical

Office or Division:
Classification:
Prlgr?sc;]::tion: G2G - Government to Government
Who may avail: |l

CHECKLIST OF REQUIREMENTS
Information and data about the university
Outgoing Documents Log
TSU-PAI-SF-1
Request for Eelectronic Copy of Photos,

Videos or Files Log
TSU-PAI-SF-08

CLIENT STEPS

WHERE TO SECURE
Concerned office/college/organization
Office of Public Affairs

Office of Public Affairs

PERSON
RESPONSIBLE
Director and Staff

OPPME

AGENCY
ACTIONS
1. OPPME shall
gather information
and data to be
forwarded to OPA

2. Review of
documents for
layout

3. Staff shall
produce a book-
type report/audio
visual presentation
on the reviewed
documents

4. Review of final
output and content
for publication

5. Production

FEES TO
BE PAID

None

PROCESSING
TIME
5 days

Director
OPA

None 3 days

Technical Staff
OPA

None 4 weeks

Director and
Technical Staff
OPA

Technical Staff
OPA

None 3 days

None

5.1 Printing of TSU
Annual Report shall
be forwarded to
BAASO

5.2. Rendering of
output for the
audio-visual
presentation

1.1 Distribution

5 days

2 days

Technical Staff
OPA

1. Fill out the log None

sheet to receive a

copy of requested
file/material (also
available online)

1.1.1 Annual
Report distribution
to different offices
1.1.2 Upload, store
and publish the
University AVP.

5 days

1 day

TOTAL:

None

46 days

47



<BTE U
3 N

$ARLY
dr1gd

1906

5. 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.

ORI AP Hl Office of Public Affairs

Classification: | Simple

Type of G2C - Government to Citiz_en o

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

Who may avail: All

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Materials to be approved Concerned office/college/organization
Posting of Print/Social Media/TSU Website Office of Public Affairs
Materials Log
TSU-PAI-SF-06 Rev 01
Posting of Tarpaulins Log Office of Public Affairs
TSU-PAI-SF-07 Rev 01
AGENCY FEESTO PROCESSING PERSON
SIS SUIEPE ACTIONS BE PAID TIME ’ RESPONSIBLE

1. Present material | 1.1 Review None 4 minutes Technical Staff
subject to approval; | submitted OPA
Submit request material/s
letter with 1.2 If there are no None 1 minute Technical Staff
attachments, if any | inputs necessary, OPA

the material may be

approved.

1.2.1 Otherwise,

incorporate inputs 1 day

then submit again

for review.

TOTAL: | None 1 day,
5 minutes

6. Addressing Client’s Concerns via Email

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

Ol [N I AP\ Is Office of Public Affairs
Classification: Simple

Tvpe of G2C - Government to Citizen
T?lgnsaction' G2B - Government to Business Entity/ies
’ G2G - Government to Government

Who may avail: All

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Concerns/Requests Concerned office/college/organization
External Client

File Attachment Concerned office/college/organization
External clients

Reviewing of Email Office of Public Affairs

Acknowledgement/Action Office of Public Affairs

AGENCY FEESTO PROCESSING PERSON

SHIN SIS ACTIONS BE PAID TIME RESPONSIBLE
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1. Send concerns 1.1 Review the None 5 minutes Technical Staff
or requests to content of email OPA
agency. Attach and attachments if
file/s if there are there are any
any 1.2 Acknowledge None 3 minutes Technical Staff
the receipt of email OPA
or take appropriate
action on concern.
TOTAL: None 8 minutes

7. Print/Social Media/TSU Website Materials for Posting

The service allows the posting of print/social media/TSU website materials.

O AP Hl Office of Public Affairs
Classification: | Simple
Type of G2C - Government to Citiz_en o
EnEE G2B - Government to Business Entity/ies
G2G - Government to Government
Who may avail: All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Posting of Print/Social Media/TSU Website Office of Public Affairs
Materials Log
TSU-PAI-SF-06
Material for Posting Concerned office/college/organization
External clients
AGENCY FEESTO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME ‘ RESPONSIBLE
1. Send materials 1.1 Review the None 5 minutes Technical Staff
for posting by filling | content of OPA
up the necessary material/s for
form (TSU-PAI-SF-06) | posting
1.2 If the None 10 minutes Technical Staff
material/s for OPA
posting is
approved, it will be
posted through the
preferred platform
(bulletin boards,
social media, TSU
website, or can be
both)
1.2 If the
material/s for
posting is subject
to revision, client
will be notified to
revise the content
1.3 Notify the client None 3 minutes Technical Staff
if material/s is OPA
already posted
TOTAL: None 18 minutes
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8. 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.

ST IPHl Office of Public Affairs
Classification: | Simple
G2C - Government to Citizen
G2B - Government to Business Entity/ies
G2G - Government to Government
Who may avail: I
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Request for Electronic Copy of Photos/Videos | Office of Public Affairs
or Files
TSU-PAI-SF-08
AGENCY FEESTO PROCESSING
CLIENT STEPS ACTIONS BE PAID TIME

Type of
Transaction:

PERSON
RESPONSIBLE

J

1. Send request for | 1.1 Review the None 5 minutes Technical Staff

photos/videos or form submitted OPA

files through online

or logbook (TSU-PAI- : :

S,:_Og) ( 1.2 If the request None 10 minutes Technical Staff
is approved, the OPA

staff will send the
file/s through email
or MS Teams

1.2 If the request
is disapproved,
the staff will inform
the requestor via
email or MS Teams
on the reason/s for
the disapproval

1.3 For follow up, None 3 minutes Technical Staff
client will be OPA
notified once the
posting is finished

TOTAL: None 18 minutes
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International Affairs and Linkages Office

External/Internal Services
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1. Processing of Documents for Apostille

The Liaison Officer of the university shall transact, process, and provide reportorial
requirements to the Bureau of Immigration and Department of Foreign Affairs. The liaison
officers primarily process certification, authentication, and verification (Apostille) of
Memorandum of Agreement, Memorandum of Understanding and other pertinent

documents of the University.

ORI Bl nternational Affairs
Classification: Highly Technical
Type of G2G — Government to Government
Transaction: G2C — Government to Citizens
Who may avail: | Offices of the University and International Students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Memorandum of Agreement Signed by the Office of the President and
Memorandum of Understanding endorsed to the Office of International Affairs
Diploma/Certificate of Completion from Extended assistance to the International
Schooling; and others. Students if necessary
AGENCY FEESTO PROCESSING PERSON
CEENT STEES ACTIONS BE PAID TIME ‘ RESPONSIBLE
1. Offices of the 1.1 Receive the None 5 minutes Staff
University shall final and original IDIMSS
endorse signed document(s) for
MOU / MOA or assessment and Staff
other pertinent checking. Office of
documents Interna’_uonal
Affairs
1.2. Process the None 1 day Staff
documents for Office of
notary of MOAs or International
MOUs and Affairs
Certificate of
Authority for a
Notarial Act
(CANA) for MOAs
or MOUs
1.3 The Liaison None 2 days Staff
Officer and IDIMSS (1 day for travel IDIMSS
Staff shall schedule and 1 day for o )
a travel to the release) Liaison Officer
Department of IDIMSS
Foreign Affairs and
shall pick up the
Apostilled
Document (based
on the date issued
on the claim stub)
2. Client shall be 2. Notify the status None 10 minutes Staff
notified on the of the request and Office of
status of their will take a copy International
request after the after handing the Affairs
official travel. apostilled copy to
the client.
TOTAL: | None 3 days,
15 minutes
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Internal Services
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1. Processing of CHED Endorsement for Legitimacy of Travel Abroad

The Office of International Affairs shall transact and process CHED Endorsement for
Legitimacy of Travel Abroad as requirement for all official travel of faculty, non-teaching

personnel and officials abroad.

Office or Division:

Classification:
Type of
Transaction:

Who may avail:

CHECKLIST OF REQUIREMENTS

International Affairs and Linkages Office

Highly Technical

G2G — Government to Government

Offices of the Universit
WHERE TO SECURE

Endorsement from the University
:Dnrveif;?iigtletter Program, and other Signed by the Officc_a of the Presiqlent and _
) ' - endorsed to the Office of International Affairs
pertinent attachments regarding travel
abroad
AGENCY FEESTO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME ‘ RESPONSIBLE
1. Respective 1.1 Receive the None 5 minutes Staff
offices of the documents Office of
University shall submitted. International
endorse/submit *Review and Affairs
documents to the evaluate the
Office of documents. Advise
International Affairs | the client if the
regarding travel documents
abroad submitted is
insufficient
1.2 The liaison None 10 minutes Staff
officer shall prepare Office of
all the documents International
and forms to be Affairs
submitted to CHED Clerk
Internathnal Affairs Office of the
and Services University
President
1.3 Schedule a None 16 days Liaison Officer
travel to the (1 day for travel Office of
Commission on ang 15 working International
Higher Education, days for Affairs
Central Office and release)
shall submit all
pertinent
documents
2. Client shall be 2. Notify the status None 10 minutes Staff
notified on the of the request and Office of
status of their will take a copy International
request after the after handing the Affairs
official travel. apostilled copy to
the client
TOTAL: | None 16 days &
25 minutes
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1. Travel Order for Students on Local Off-Campus Activities

This reiterated the needed documents spelled out in CHED Memo 63 s. 2017 (Policies
and Guidelines on Local Off-Campus Activities) and the processes in sanctioning official
travel/business of students who will be engaged on local off-campus activities such as
educational trip, students’ fora, academic and allied competitions.

Office of the Vice President for Academic Affairs

Office or Division: |
|

Classification: Simple

Type of
Transaction:

G2C - Government to Citizen

Who may avail: Students

CHECKLIST OF REQUIREMENTS
Letter of Invitation

WHERE TO SECURE
Office of the College Dean

Endorsement

Office of the College Dean

Letter of Request to Attend and Participate in
the Activity

Office of the College Dean

Photocopy of Student’s ID

The student will provide.

Certificate of Registration

Office of the College Dean / Student Portal

Medical Clearance Issued by the University
Medical Clinic

University Medical Clinic

Duly Notarized Signed Consent Form by
Parent / Guardian

Office of Student Affairs and Services

Course Syllabus

Office of the College Dean / Department
Chairperson / Program Coordinator

Itinerary of the Trip / Activity with Minutes of
the Meeting of the Organization

Secretariat of the Student Organization / Student
Organization Adviser

Breakdown of Budget or Expenses
(If Financial Collection is required)

Secretariat of the Student Organization / Student
Organization Adviser

Minutes of Meeting with Parents or Guardians

Secretariat of the Student Organization / Student
Organization Adviser / Office of the College Dean

First Aid Kit

Secretariat of the Student Organization / Student
Organization Adviser

Insurance

Office of Student Affairs and Services

Transportation for the Activity

(If no TSU vehicle is available, the following
are to be presented insurance of the vehicle,
certification in good condition of the vehicle,
certification that the driver has acceptable
driving record)

TSU Motor pool
(transportation provider)

Faculty Loading and Make-up form of the
supervising faculty / personnel in-charge
(faculty-student ratio is 1:30)

CLIENT STEPS

1. Present the
correct travel order

AGENCY

ACTIONS
2. Receive and
review the

form and its completeness of
attached the submitted
documents to the documents
VPAA staff

Document with
incomplete
attachment will be
returned to the
client for
completion

BE PAID  RESPONSIBLE
None. 10 minutes Clerk
OVPAA

Office of the College Dean

PROCESSING
TIME

FEES TO PERSON
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Document with
complete
requirements will
be recorded by the
staff

For returned
document,
rechecking will be
utilized

1.2 Evaluate and None. 1 hour Vice President
act on the OVPAA
document

1.3 After the None. 5 minutes Clerk
evaluation, the OVPAA
document will be
issued/released
either back to the
client or to the
office of the next
signatory

1 hour,

TOTAL: None 15 minutes
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1. IPCR / DPCR (Faculty Personnel)

The Office of the Vice President for Academic Affairs verifies and confirms the IPCR of
faculty members and the DPCR of the department chairpersons and college deans.

Office or Division:
Classification:
Type of
Transaction:

Who may avail:

Office of the Vice President for Academic Affairs

Simple

G2G - Government to Government

| Facult
CHECKLIST OF REQUIREMENTS
IPCR with Supporting Documents

WHERE TO SECURE
The faculty member will provide.

1. Submit the
IPCR/DPCR and
attached supporting
documents to the
VPAA staff

DPCR with Supporting
CLIENT STEPS

Documents

AGENCY

ACTIONS

2. Receive and
review the
completeness of
the submitted
documents

Document with
incomplete
attachment will be
returned to the
client for
completion

Document with
complete
requirements will
be recorded by the
staff

For returned
document,
rechecking will be
utilized

Department Chairpersons / College Deans
FEESTO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

None. 10 minutes Clerk
OVPAA

1.2 Evaluate and
act on the
document

Vice President
OVPAA

None. 1 hour

1.3 After the
evaluation, the
document will be
issued/released
either back to the
client or to the
office of the next
signatory

Clerk
OVPAA

None. 5 minutes

TOTAL:

1 hour,
15 minutes

None
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2. Payroll / Voucher / Request to Render Overtime/ Request for Funding

The Vice President for Academic Affairs being the recommendatory personnel, verifies
the accuracy of the amount by looking into the approved letter of request, supporting
documents and the expenses as for funding.

ST Hl Office of the Vice President for Academic Affairs

Classification: | Simple

Type of

Transaction:

Who may avail: \ Student Assistants, Faculty, Non-Teaching
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

G2G - Government to Government

Letter to Request to Render Overtime or https://www.tsu.edu.ph/downloads/faculty-and-

TSU-ASU-SF-02-Authority to Render personnel/

Overtime Services

Approved Request Letter Office of the College Dean / Unit Director

Approved SO and DTR Office of the College Dean / Unit Director
AGENCY FEESTO PROCESSING PERSON

1. Submit the 2. Receive and None. 10 minutes Clerk

document and its review the OVPAA

attached completeness of

documents to the the submitted

VPAA staff documents

Document with
incomplete
attachment will be
returned to the
client for
completion

Document with
complete
requirements will
be recorded by the
staff

For returned

document,

rechecking will be

utilized

1.2 Evaluate and None. 1 hour Vice President
act on the OVPAA
document

1.3 After the None. 5 minutes Clerk
evaluation, the OVPAA

document will be
issued/released
either back to the
client or to the
office of the next
signatory

TOTAL: None 1 hour,
15 minutes
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3. Special Order for Lecturers, Part-timers, and Tenured Faculty with
Honorarium Classes

A Special Order is issued to appointed lecturers, part-timers and tenured faculty
members teaching honorarium classes. The Vice President for Academic Affairs being
one of the signatories, confirms the veracity of the teaching load (30 units for lecturers,
6-12 units for part-timers and not more than 12 units for honorarium classes for tenured

faculty).

Classification:

Type of
Transaction:
Who may avail:

O AP Bl Office of the Vice President for Academic Affairs

Simple

G2G - Government to Government

CHECKLIST OF REQUIREMENTS

1. Submit the
document and its
attached
documents to the
VPAA staff

Faculty Loading with specified humber of

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

2. Receive and
review the
completeness of
the submitted
documents

Document with
incomplete
attachment will be
returned to the
client for
completion

Document with
complete
requirements will
be recorded by the
staff

For returned
document,
rechecking will be
utilized

Office of the College Dean / Department

None.

WHERE TO SECURE

10 minutes

OVPAA

Clerk

1.2 Evaluate and
act on the
document

None.

1 hour

Vice President
OVPAA

1.3 After the
evaluation, the
document will be
issued/released
either back to the
client or to the
office of the next
signatory

None.

5 minutes

OVPAA

Clerk

TOTAL:

None

1 hour,
15 minutes
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This spell out the needed document and processes in sanctioning official travel/business
of teaching personnel of the University.

Office or Division:
Classification:
Type of
Transaction:

Who may avail:

Office of the Vice President for Academic Affairs

Simple

G2G - Government to Government

Facult

CHECKLIST OF REQUIREMENTS

Invitation Letter

, Non-Teaching

Staff

WHERE TO SECURE

The faculty member will provide.

Endorsement

Office of the College Dean

Faculty Loading

Respective College

CLIENT STEPS

1. Submit the travel
order form and its
attached
documents to the
VPAA staff

Signed make-up class form
for weekday official travel/business

AGENCY

ACTIONS
2. Receive and
review the
completeness of
the submitted
documents

Document with
incomplete
attachment will be
returned to the
client for
completion

Document with
complete
requirements will
be recorded by the
staff

For returned
document,
rechecking will be
utilized

Respective College

FEES TO
BE PAID

None.

PROCESSING
L=

10 minutes

PERSON
RESPONSIBLE
Clerk
OVPAA

1.2 Evaluate and
act on the
document

None.

1 hour

Vice President
OVPAA

1.3 After the
evaluation, the
document will be
issued/released
either back to the
client or to the
office of the next
signatory

None.

5 minutes

Clerk
OVPAA

TOTAL:

None

1 hour,
15 minutes
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1. Enrollment for Freshmen Students

The service is given for incoming students who wish to part of the college. This service
allows incoming college students to initiate attendance for the coming semester.

ST IIP 1Bl College of Arts and Social Sciences

Classification: | Simple

Prlgr?szl::tion: G2C - Government to Citizen

WALRNEVEVZ B (ncoming College Students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Admission Slip that contains his/her Admission unit of the ARO

student number

Certificate of Registration ARO - Registrar’s Office

Official Receipt (to be presented) Cashiering Unit

Pre-Assessment Form Dean’s Office

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

1. Get result of 1. Assist the None 5 minutes Staff

admission test from | incoming students Testing and

Testing Office Admission Office

(for those who did

notyet receive the

result)

2. See the 2. Check None 10 minutes Dean

College Dean for system for te CASS

advising open available slots

subjects and College Clerk

available slots CASS
Faculty
CASS

3. Proceed to the 3. Determine the None 5 minutes Faculty Member

faculty in-charge subjects to be given CASS

gsg]ses%devrﬁlgr? q to the student and

tagging of tag them

subjects

4. Proceed to the 4. Tag the student None 5 minutes Faculty Member

faculty in-charge for | for the free tuition CASS

the tagging of free

tuition if they are

gualified for the free

tuition

5. Proceed to the 5. Provide the None 5 minutes Faculty Member

faculty in charge for | student with the CASS

the schedule of schedule of medical

medical examination and 1D

examination and ID | picture taking

picture taking

TOTAL: None 30 minutes
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The service is given for incoming students who wish to part of the college. This service
allows incoming college students to initiate attendance for the coming semester.

Office or Division:

Classification:
Type of
Transaction:
Who may avail:

College of Arts and Social Sciences

Simple

G2C - Government to Citizen

Incoming

CHECKLIST OF REQUIREMENTS

Application Number

College Students

WHERE TO SECURE
Admission unit of the ARO

Certificate of Registration

ARO - Registrar’s Office

Pre-Assessment Form

CLIENT STEPS

1. Wait for the text
or email from the
Testing and
admission office
that will notify you
for qualification. Or
check
http://cat.tsu.e
du.ph for the result
of your admission

(For those who did
not yet receive the
result)

*Upon receiving the
notification of
gualification

Confirm your slot in
http://cat.tsu.e
du.ph.

AGENCY

ACTIONS
1. Notify qualified
students through
text or email

| Dean’s Office

FEES TO
BE PAID

None

PROCESSING
L=

2 minutes

' PERSON |
RESPONSIBLE
Staff
Testing and
Admission Office

2. Wait for an
email/text from
admission/pre-
registration/
enrollment

3. Notify qualified
students through
text or email of their
admission/ pre-
registration/
enroliment

None

2 minutes

Admission and
Registration
Office

3. View you pre-
registration at
http://cat.tsu.e
du.ph.

None

None

2 minutes

Admission and
Registration
Office

5. Proceed to the
faculty in charge for
the schedule of
medical
examination and ID
picture taking

None

None

2 minutes

Admission and
Registration
Office/ MISO

TOTAL:

None

8 minutes
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2. Enrollment for Old Students — 2" Year to 4t Year Students

The service is given for old students of the college. It starts after the students have secured
the copies of their grades. This service allows old students in the college to initiate
attendance for the coming semester.

| College of Arts and Social Sciences
Classification: | Simple
Type of
Transaction:
WALNNEVEVE B Students

Office or Division:

G2C - Government to Citizen

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Copy of grades Student Portal
Student Identification Card The enrollee will present
AGENCY FEESTO PROCESSING PERSON

SEENT STEES ACTIONS BE PAID TIME ‘ RESPONSIBLE
1. Proceed to the 1. Determine the None 5 minutes Faculty Member
faculty in-charge for | subjects to be given CASS
the advising, to the student and
assessment and tag them

tagging of subjects

2. Proceed to the 2. Tag the student None 5 minutes Faculty Member
faculty in-charge for | for the free tuition CASS

the tagging of free
tuition if they are
gualified for the free
tuition

TOTAL: None 10 minutes
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2.2 Enrollment for Old Students — 2nd Year to 4th Year Students

(Online assisted enrollment)

The service is given for old students of the college. It starts after the students have
secured the copies of their grades. This service allows old students in the college to
initiate attendance for the coming semester.

/f‘LIS}}@

ST AP I M College of Arts and Social Sciences

Classification: Simple

Transaction:

Students
AGENCY
ACTIONS

Who may avail:

PERSON
RESPONSIBLE

PROCESSING
L=

FEES TO

BE PAID

Type of G2C - Government to Citizen
|
CLIENT STEPS

1. Confirm intentent | 1. Faculty In-charge | None 2 minutes Faculty In-
to enroll by going to | will enroll students charge/
https://bit.ly/3 who confirm to Department
hip6kV enroll during Chairperson

enrollment week CASS
2. Wait for the 2. Tag the student None 2 minutes Faculty In-
tagging of free for the free tuition charge/
tuition and check Department
the student portal Chairperson
(http://student.t CASS
su.edu.ph) to get
the electronic copy
of your certificate of
registration

TOTAL: None 4 minutes
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2.3 Enrollment for Old Students — 2nd Year to 4th Year Students
(Online-self enroliment)

The service is given for old students of the college. It starts after the students have
secured the copies of their grades. This service allows old students in the college to
initiate attendance for the coming semester

Office or Division:

College of Arts and Social Sciences
Simple

Classification:
Type of
Transaction:

Students

|
|
Who may avail: |
AGENCY FEESTO PROCESSING PERSON

G2C - Government to Citizen

SHIENFSISE ACTIONS BE PAID TIME RESPONSIBLE
1. Sign-in to None None 2 minutes None
http://student.t
su.edu.ph to enroll

*Click
REGISTRATION
on the navigation
bar

2. Create None None 2 minutes None
Registration Record
Select an Academic
Year to continue

3. Click None None 2 minutes None
Registration to
continue
4. Select Subject to | None None 2 minutes None
register
5. Create None None 2 minutes None
Assessment
6. Wait for the None None 2 minutes None
tagging of free
tuition

TOTAL: None 12 minutes
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3. Enrollment for Old Students with Deficiency/Deficiencies

The service is given for old students of the college. It starts after the students have secured
the copies of their grades. The Scholastic delinquent students (warning, probation, and
dismissal in the College) should pass through the Guidance and Counseling Unit before

being admitted for enrolment.

Office or Division:

Classification: |
Type of
Transaction:

Who may avail: |

College of Arts and Social Sciences

Simple

G2C - Government to Citizen

Students

CHECKLIST OF REQUIREMENTS

Copies of grades

Student Portal

WHERE TO SECURE

Student ldentification Card

The enrollee will present

CLIENT STEPS

Official Receipt (to be presented)

AGENCY

FEES TO

Cashiering Unit
PROCESSING

PERSON

ACTIONS BE PAID TIME RESPONSIBLE
1. Scholastic 1. Evaluate None 10 minutes Guidance
delinquent students | graduating students Associate
(Warning, Guidance Office
Probation, and
Dismissal in the
College) should
pass through the
Guidance and
Counseling Unit
before being
admitted for
enrollment
2. Proceed to the 2. Advise the None 5 minutes Faculty Member
faculty in-charge for | student and CASS
the advising, determine the
assessment and schedule to be
tagging of subjects | given to the student
3. Request for 3. Assist the None 5 minutes College Clerk
subject/s that they | students to undergo CASS
need through the process of
signing a form and | requesting the
undergo the subject/s they need
process until it is and by encoding
approved. This the subject/s they
form shall be given | need to enroll
to the College Clerk
for encoding
4. Proceed to the 4. Advise, None 5 minutes Faculty Member
enrollment area for | reassess, and tag CASS
the advising and the subject/s to be
reassessment of enrolled by the
subjects student
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5. Proceed to the 5. Tag the student None 5 minutes Faculty Member
faculty in-charge for | for the free tuition CASS
the tagging of free
tuition if they are
qualified for the free
tuition
6. Pay the COR 6. Receive payment | None 5 minutes Staff
Fee and get the and issue Official Cashiering Unit
Official Receipt Receipt
from the Cashier
7. Present the 7. Verify the Official None 10 minutes Staff
Official Receipt and | Receipt and print ARO
get Certificate of the Certificate of
Registration Registration
TOTAL: | None 45 minutes

3.1 Enrollment for Old Student with Deficiency/Deficiencies
(Online Assisted)

The service is given for old students of the college. It starts after the students have
secured the copies of their grades. The Scholastic delinquent students (warning,
probation, and dismissal in the College) should pass through the Guidance and
Counseling Unit before being admitted for enrolment.

College of Arts and Social Sciences
Simple

Office or Division: |
|

Classification:
Type of

. G2C - Government to Citizen
Transaction:

Who may avail: [SUEELS
CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Copies of grades

Student Portal

Student ID

Student ID The student will provide

CLIENT STEPS

1. Scholastic
delinquent students
(Warning,
Probation, and
Dismissal in the
College) should
pass through the
Guidance and
Counseling Unit

Guidance and
Counseling Unit
can be contacted
through

https://www.facebook.com
/TSUGuidanceAndCounse

lingunit/ before being
admitted for
enrollment

Official Receipt (to be presented)

AGENCY
ACTIONS
1. Evaluate
graduating students

FEESTO | PROCESSING PERSON

BE PAID TIME RESPONSIBLE
None 10 minutes Guidance
Associate

Cashiering Unit

Guidance Office
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2. Email 2. Advise the None 5 minutes Faculty
department student and Member/
chairperson/faculty | determine the Department
in-charge for the schedule to be Chairperson
advising, given to the student CASS
assessment and
tagging of subjects
3. Request for 3. Assist the None 5 minutes College Clerk
subject/s that they | students to undergo CASS
need through the process of
signing a form requesting the
(request for subject | subject/s they need
form can and by encoding
downloaded in the subject/s they
https://www.tsu.edu | need to enroll
.ph/downloads/for-
students/ and can
be submitted
through online) and
undergo the
process until it is
approved. This
form shall be given
to the College Clerk
for encoding
4. Email Faculty in- | 5. Advise, None 2 minutes Faculty
charge/ Department | reassess, and tag Member/Departm
chairperson for the | the subject/s to be ent Chairperson
advising and enrolled by the CASS
reassessment of student
subjects
5. Wait for the None None 2 minutes Student
tagging of free
tuition and check
the student portal
(https://student.tsu.
edu.ph/) to get the
electronic copy of
certificate of
registration
TOTAL: None 24 minutes
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4. Enrollment for Old Students with Deficiency/Deficiencies

The service is given for graduating students of the college. This service allows graduating
students with deficiencies to enroll with overloading requests.

ST XIS 1Bl College of Arts and Social Sciences
Classification: | Simple
Type of
Transaction:
WALNOEVEVE B Students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

G2C - Government to Citizen

Copies of grades Student Portal
Student Identification Card The enrollee will present
Official Receipt (to be presented Cashiering Unit

CLIENT STEPS AGENCY FEESTO PROCESSING PERSON

ACTIONS BE PAID TIME RESPONSIBLE
1. Secure an 1. Evaluate None 10 minutes Staff
evaluation of all graduating students ARO
subjects taken from
ORA
2. Fill out an 2. Sign the request None 15 minutes Dean
application form for | form CASS
requests of
Overloading
3. Secure approval | 3. Approve None 30 minutes Dean
of requests from requests of CASS
concerned graduating students
authorities Director
ORA
Vice President
VP for
Academic
Affairs
4. Proceed to the 4. Advise the None 5 minutes Faculty Member
faculty in-charge for | student and CASS
the advising, determine the
assessment and schedule to be
tagging of subjects | given to the student
5. Request for 5. Assist the None 5 minutes College Clerk
subject/s that they | students to undergo CASS
need through the process of
signing a form and | requesting the
undergo the subject/s they need
process until it is and by encoding
approved. This the subject/s they
form shall be given | need to enroll
to the College Clerk
for encoding
6. Proceed to the 6. Advise, reassess None 5 minutes Faculty Member
enrollment area for | and tag the CASS
the advising and subject/s to be
reassessment of enrolled by the
subjects student
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7. Proceed to the 7. Tag the student None 5 minutes Faculty Member
faculty in-charge for | for the free tuition CASS
the tagging of free
tuition if they are
qualified for the free
tuition

TOTAL: | None L hour &

15 minutes

4.1 Enrollment for Graduating Student with Deficiency/Deficiencies
(Online Assisted)

The service is given for graduating students of the college. This service allows
graduating students with deficiencies to enroll with overloading requests.

(ST IIP U1 Hl College of Arts and Social Sciences
Classification: | Simple
Type of
Transaction:
Who may avail: [HiEEIS
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Student Portal

G2C - Government to Citizen

AGENCY FEESTO PROCESSING PERSON
CLIENT STEPS RESPONSIBLE

ACTIONS

BE PAID

TIME

1. Secure an 1. Evaluate None 10 minutes Staff

evaluation of all graduating students ARO

subjects taken from

ORA (evaluation of

all subjects can be

requested through

ora@tsu.edu.ph)

2. Fill out an 2. Sign the request None 15 minutes Faculty

application form for | form Member/

requests of Department

Overloading (Soft Chairperson

copy of overloading CASS

form can be

downloaded

through 16-

overloadingform.pdf

(tsu.edu.ph))

3. Secure approval | 3. Approve None 30 minutes Dean

of requests from requests of CASS

concerned graduating students

authorities. Director
ORA

*Graduating

students can email Vice President

the dean of CASS VP for

through Academic

cass_dean@tsu.ed Affairs

u.ph

*Graduating

students can email
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the ORA through
ora@tsu.edu.ph
4. Email the faculty | 4. Advise the None 5 minutes Faculty
in-charge/ student and Member/Departm
Department determine the ent Chairperson
Chairperson for the | schedule to be CASS
advising, given to the student
assessment and
tagging of subjects
5. Request for 5. Assist the None 5 minutes College Clerk
subject/s that they | students to undergo CASS
need through the process of
signing a form requesting the
(request for subject | subject/s they need
form can be and by encoding
downloaded in the subject/s they
https://www.tsu.edu | need to enroll
.ph/downloads/stud
ents and can be
submitted through
online) and
undergo the
process until it is
approved. This
form shall be given
to the College Clerk
for encoding
6. Email Faculty in- | 6. Advise, reassess None 3 minutes Faculty
charge/ Department | and tag the Member/
chairperson for the | subject/s to be Department
advising and enrolled by the Chairperson
reassessment of student CASS
subjects
7. Wait for the 7. None None 2 minutes Student
tagging of free
tuition and check
the student portal
http://student.tsu.ed
u.ph to get the
electronic copy of
certificate of
registration
TOTAL: | None 1 hour &
10 minutes
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5. Enrollment of Transferees, Shifters, Returnees and Second Courser

The service is given to transferees, shifters, returnees and second courser. It starts after
the students have gone through the process for admission.

Classification:
Type of
Transaction:

Who may avail: |

CLIENT STEPS

1. Go to the
Guidance and
Counseling Unit
before going to the
Admissions Unit for
compliance of other
requirements and
to secure
Admission Slip

ST IIP 1Bl College of Arts and Social Sciences

Simple

G2C - Government to Citizen

Students

CHECKLIST OF REQUIREMENTS
Admission slip that contains his/her

student number

AGENCY
ACTIONS

1. Issue Admission
Slip

FEES TO
BE PAID

None

WHERE TO SECURE
From the Admission Unit of the ARO

TIME
5 minutes

PROCESSING

PERSON
RESPONSIBLE
Guidance
Associate
Guidance Office

2. See the College
Dean for advising
open subjects and
available slots

2. Check system for
the available slots

None

10 minutes

Dean
College Clerk
Faculty
CASS

3. Email Faculty in-
charge/ Department
chairperson for the
advising and
reassessment of
subjects

3. Determine the
subjects to be given
to the student and
tag them

None

5 minutes

Faculty Member
CASS

4. Wait for the
tagging of free
tuition and check
the student portal
http://student.tsu.ed
u.ph to get the
electronic copy of
certificate of
registration.

4. None

None

2 minutes

None

5. Proceed to the
faculty in-charge for
the advising
assessment and
tagging of subject

5. Determine the
subjects to be given
to the student and
tag them

None

5 minutes

Faculty Member
CASS

6. Proceed to the
faculty in-charge for
the tagging of free
tuition if they are
gualified for the free

tuition

6. Tag the student
for the free tuition

None

5 minutes

Faculty Member
CASS
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7. Proceed to the 7. Provide the None 5 minutes Staff

faculty in charge for | student with the Cashiering Unit

the schedule of schedule of medical

medical examination and ID

examination and ID | picture taking

picture taking

8. Pay the COR 8. Receive payment | None 5 minutes Staff

Fee and get the and issue Official ARO

Official Receipt Receipt

from the Cashier

9. Present the 9. Verify the Official None 10 minutes Staff

Official Receipt and | Receipt and print ARO

get Certificate of the Certificate of

Registration Registration

TOTAL: None 52 minutes
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5.1 Enrollment of Transferees, Shifters, Returnees and Second Courser
(Online)

The service is given to transferees, shifters, returnees and second courser. It starts after
the students have gone through the process for admission.

(OLITI-NIEPI\IIe sl College of Arts and Social Sciences

Classification: | Simple
Type of
Transaction:
WOLNOEVEVE B Students
CHECKLIST OF REQUIREMENTS
Admission slip that contains his/her
student number

CLIENT STEPS

G2C - Government to Citizen

WHERE TO SECURE
The admission slip is secured from the
admission unit number
FEESTO PROCESSING
BE PAID TIME

PERSON
RESPONSIBLE

AGENCY
ACTIONS

1. Email Guidance
and Counseling
Unit, through
https://www.facebo
ok.com/TSUGuidan
ceAndCounselingU
nit/ before going to
the Admissions Unit
for compliance of
other requirements
and to secure
Admission Slip

1. Issue Admission
Slip

None

5 minutes

Guidance
Associate
Guidance Office

2. Email College
Dean, though
cass_dean@tsu.ed
u.ph. for advising,
open subjects and
available slots

2. Check system for
the available slots

None

5 minutes

Dean
College Clerk
Faculty
CASS

3. Email Faculty in-
charge/ Department
chairperson for the
advising and
reassessment of
subjects

3. Determine the
subjects to be given
to the student and
tag them

None

5 minutes

Faculty Member
CASS

4. Wait for the
tagging of free
tuition and check
the student portal
http://student.tsu.ed
u.ph to get the
electronic copy of
certificate of

registration

4. None

None

2 minutes

Student

TOTAL:

None

17 minutes
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6. General Enrollment Procedures for New MA English Language Students

The service allows students to enroll subjects on their course.

Office or Division: |

College of Arts and Social Sciences

Classification: |

Simple

Type of
Transaction:

G2C - Government to Citizen

Who may avail: |

All

CHECKLIST OF REQUIREMENTS

Transfer of Credentials

WHERE TO SECURE

Previous School

Official Transcript of Records (Original)

Previous School

2 X 2 pictures Colored pictures

The Client will provide

Birth Certificate PSA

PSA

Accomplished Application Form for

Testing, Monitoring and Evaluation

Admission
TSU Graduate School Admission Test Cashiering Unit
PHP 250.00
AGENCY FEESTO PROCESSING PERSON
CEENT STEES ACTIONS BE PAID TIME ‘ RESPONSIBLE
1. Applicant will go | 1.1 Conduct initial None 10 minutes Chairperson of
to the College and | interview in the the Program
take some initial college
interview by the
Chairperson of the
program
1.2 Verify and None 3 minutes Chairperson of
check the the Program/
completeness of Faculty Member
submitted CASS
documents
1.3 Encoding of N