Income Generating Project Office

External Services



1. Consignment application

Consignment of goods for sale in the university store through the income generating project office is allowed in order to
offer variety of needed materials/goods to the faculty, students and staff of the university.

Office or Division Income Generating Project (IGP) Office
Classification Highly Technical
Type of Transaction | G2C — Government to Citizen
Who may avail? Consignment applicants
Checklist of Requirements Where to secure
1. Application letter for consignment of goods for sale, 1 original copy | The client will provide
Client Steps Agency Action Egepﬁg Processing Time | Person Responsible
1. Submits  application | 1.1. Receives the letter of intent for None 5 minutes Income Generating
letter for the consigning. Project Director
consignment of goods | 1.2. Presents the letter of intent to None 7 working days .
for sale. the IGP Board. Income Generating
Project Office
1.3.IGP Board approves the letter None Income Generating
of intent and make resolution Project Board
for the implementation of the
consignment agreement. CNU IGP Office
2. Receives the approval | 2. Initiates the agreement for the None 2 hours Income Generating
from the IGP Director. consignment implementation. Project Director
3. Delivery of Goods. 3. Receives delivered goods. None 1 working day Income Generating
Project Office




Fees to

Client Steps Agency Action be paid Processing Time | Person Responsible
4. Receives payment of | 4. Endorses the proceeds of the | Variable 1 hour Income Generating
consigned goods. consigned goods. amount Project Director
Income Generating
Project Office
. 8 working days, 3
Total: Variable hours and 5
amount :
minutes




2. Rental Payments

Rental payments of concessionaires of the university are received by the office of the IGP Director, as the administrator of
the university’s income generating projects.

Office or Division

Income Generating Project (IGP) Office

Classification

Simple

Type of Transaction

G2C - Government to Citizen

Who may avail?

University concessionaire(s)

Checklist of Requirements

Where to secure

2. Rental payment

1. Lease of Contract, 1 original copy

Income Generating Project Office
Concessionaire

: . Fees to be | Processing Person
Client Steps Agency Action paid Time Responsible
1. Endorses the rental | 1.1. Receives the rental payment. As 10 minutes Income

payment. 1.2. Issues receipt of payment. stipulated Generating
in the Project Director
1.3. Endorses the payment to the| contract 1 hour
university accounting office. Income
Generating
Project Office
1.4. University accounting issues Based on Cashier
official receipt of payment. Cashier
response Cash Unit
time
2. Receives the official | End of process for this office.
receipt of payment.
.| Variable 1 hour and
Total: :
amount 10 minutes




3. Retailing of Goods from the University Store

The university store is the primary source of school, office supplies and materials of the school’s students, faculty and staff.

Office or Division Income Generating Project (IGP) Office
Classification Simple
Type of Transaction | G2C — Government to Citizen
Who may avail? Members of the CNU Community and visitors
Checklist of Requirements Where to secure
1. Availability of goods for purchase University store
: : Fees to be | Processing Person
Client Steps Agency Action paid Time Responsible
1. Ask for the availability and | 1.1. Checks the university store inventory. Variable 10 minutes IGP Staff
price of the required goods. 1.2.  Gives the price of the requested item.
2. Hands the amountrequiredto | 2.1.  Receives the payment. 5 minutes Income
secure the requested goods. | 2.2.  Issues payment receipt. Gene_ratlng
2.3. Releases the purchased goods. Project
3. Receives the purchased | End of process None Office
goods.
Total: Variable 15 minutes
amount




Income Generating Project Office

Internal Services



1. Retailing of Goods from the University Store

The university store is the primary source of school, office supplies and materials of the school’s students, faculty and staff.

Office or Division Income Generating Project (IGP) Office
Classification Simple
Type of Transaction | G2C — Government to Citizen
Who may avail? Members of the CNU Community and visitors
Checklist of Requirements Where to secure
1. Availability of goods for purchase University store
: : Fees to be | Processing Person
Client Steps Agency Action paid Time Responsible
2. Ask for the availability and | 3.1.  Checks the university store inventory. Variable 10 minutes IGP Staff
price of the required goods. 3.2.  Gives the price of the requested item.
4. Hands the amount requiredto | 4.1.  Receives the payment. 5 minutes Income
secure the requested goods. | 4.2.  Issues payment receipt. Gene_ratlng
4.3. Releases the purchased goods. Project
5. Receives the purchased | End of process None Office
goods.
Total: Variable 15 minutes
amount




Information and Communications Technology Unit

Internal Services



1. Phone Service Requests for Local Numbers and Direct Line

This is a service provided by the Information and Communications Technology Unit (ICTU) in order to maintain the
communication lines within CNU.

Office or Division Information and Communications Technology Unit (ICTU)
Classification Complex
Type of Transaction | G2G - Government to Government
Who may avail? Members of the CNU Community
Checklist of Requirements Where to secure
1. Phoned in requests Transacting client
2. Job order request form, 1 copy Information and Communications Technology Unit
: . Fees to | Processing Person
Client Steps Agency Action be paid Time Responsible
1. Phone in request | 1.1. Receives Job Order Request System in the | None 5 minutes ICTU Staff
or fill out job order My Job List module.
request form | 1.2. Endorses the request to the ICTU head. ICT Unit
using the Job |1.3. Reviews and evaluates the request. None 15 minutes ICTU Head
Order Request | 1.4. Assigns an ICTU personnel to respond to the
System. request. ICT Unit
1.5. Does initial assessment of the site or origin of | None 1 hour ICTU Operator
the request.
1.6. Assesses the coverage and extent of the ICT Unit
request at the site.
1.7. Does initial intervention. None 7 working
For works needing further intervention days
e Re-cabling: 7 days
7 working
Total: None days, 1 hour
& 20 minutes
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2. Phone Service Requests for Local Numbers and Direct Line requiring technical works

This is a service provided by the Information and Communication Technology Unit in order to maintain the communication
lines within CNU.

Office or Division Information and Communications Technology Unit (ICTU)
Classification Highly Technical
Type of Transaction G2G - Government to Government
Who may avail? Members of the CNU Community
Checklist of Requirements Where to secure
1. Phoned in requests Transacting client
2. Job order request form, 1 copy Information and Communications Technology Unit
: : Fees to | Processing Person
Client Steps Agency Action be paid Time Responsible
1. Phone in request or fill | 1.1. Receives Job Order Request System in the None 5 minutes ICTU Staff
out job order request My Job List module.
form using the Job | 1.2. Endorses the request to the ICTU head. ICT Unit
Order Request System. . .
au y 1.3. Reviews and evaluates the request. None 15 minutes ICTU Head
1.4. Assigns an ICT staff to respond to the
request. ICT Unit
1.5. Does initial assessment of the site or origin None 1 hour ICTU
of the request. Operator
1.6. Assesses the coverage and extent of the
request at the site. ICT Unit
1.7. Does initial intervention. None 20 working
For works needing further intervention days
e Replacement: 12 days
20 days, 1
Total: None hour &
20 minutes
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3. Technical Assistance Request

Technical assistance is provided by the ICTU to different offices in CNU to resolve technical problems.

Office or Division Information and Communications Technology Unit (ICTU)
Classification Highly Technical
Type of Transaction G2G - Government to Government
Who may avail? Members of the CNU Community
Checklist of Requirements Where to secure
1. Phoned in requests Transacting client
2. Job order request form, 1 copy Information and Communications Technology Unit
: : Fees to be | Processing Person
Client Steps Agency Action paid Time Responsible
1. Phone in request or fill | 1.1. Receives the Job Order Request System None 5 minutes ICTU Staff
out job order request in the My Job List module.
form using the Job | 1.2. Endorses the request to the ICTU head. ICT Unit
Order Request | 1.3. Reviews and evaluates the request. None 15 minutes ICTU Head
System. 1.4. Assigns a technical staff to do
assessment of the requested assistance. ICT Unit
1.5. Does initial assessment of the site or None 1 hour ICTU
origin of the request. Technical
1.6. Assesses the coverage and extent of the Staff
request at the site.
2. Unit head or | 2.1. Does initial intervention of the requested None 20 working ICT Office
representative assistance. days
discusses the
technical request.
20 working
Total: None days, 1 hour &
20 minutes
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4. Desktop PC Repair Request

Personal desktop computers and university — issued desktop computers repair requests are responded to by the Information
and Communications Technology Unit.

Office or Division Information and Communications Technology Unit (ICTU)
Classification Highly Technical
Type of Transaction | G2G - Government to Government
Who may avail? Members of the CNU Community
Checklist of Requirements Where to secure
1. Phoned in requests Transacting client
2. Job order request form, 1 copy Information and Communications Technology Unit
: : Fees to . . Person
Client Steps Agency Action be paid Processing Time Responsible
1. Phoneinrequest | 1.1. Receives the Job Order Request System None 5 minutes ICTU Staff
or fill out job in the My Job List module.
order  request | 1.2. Endorses the request to the ICTU head. ICT Unit
form using the | 1.3. Reviews and evaluates the request. None 15 minutes ICTU Head
Job Order | 1.4. Assigns an ICT staff to do assessment of
Request the requested assistance. ICT Unit
System. 1.5. Does initial assessment of the site or None 1 hour ICTU Technical
origin of the request. Staff
1.6. Assesses the coverage and extent of the
request at the site. ICT Unit
2. Unit head or|2.1. Does initial intervention of the requested None 20 working days
representative assistance.
discusses  the 55 “Renairs cannot be resolved by CNU None 15 minutes
technical technical staff, referral to appropriate
request. services will be done.
) 20 working days, 1
Total: None hour & 20 minutes
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5. Web Administration Request

To effectively manage user requests, optimize web systems, web development, web configuration, and enhance overall

service delivery typicall

y within a set timeframe.

Office or Division

Information and Communications Technology Unit (ICTU)

Classification

Highly Technical

Type of Transaction

G2G - Government to Government

Who may avail?

Members of the CNU Community

Checklist o

f Requirements

Where to secure

1. Phoned in requests

2. Job order request form, 1 copy

Transacting client

Information and Communications Technology Unit

hour & 20 minutes

: : Fees to : : Person
Client Steps Agency Action be paid Processing Time Responsible
1. Phone in | 1.1. Receives the Job Order Request System | None 5 minutes ICTU Staff

request or fill out in the My Job List module.

job order | 1.2. Endorses the request to the ICTU head. ICT Unit

request form | 1.3. Reviews and evaluates the request. None 15 minutes ICTU Head

using the Job | 1.4. Assigns atechnical staff to do assessment

Order Request of the requested assistance. ICT Unit

System. 1.5. Assesses the significance, coverage, and | None 1 hour ICTU
urgency of the request and sort it Technical
according to importance for users and Staff
company goals.

2. Unit head or| 2.1 Respond to the request based onthe need | None 20 working days ICT Unit

representative of the University regarding Web

discusses the development.

technical 2.2. Perform web update and configuration as | None 3 working days

request. requested.

Total: | None 23 working days, 1
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6. System and Database Administration Request

To prioritize system and database administration request based on their impact on operations, severity of the issue, and
urgency to minimize disruption and prioritize critical task effectively.

Office or Division Information and Communications Technology Unit (ICTU)
Classification Simple
Type of Transaction G2G - Government to Government
Who may avail? Members of the CNU Community
Checklist of Requirements Where to secure
1. Phoned in requests Transacting client
2. Job order request form, 1 copy Information and Communications Technology Unit
: . Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
1. Phone in request or fill | 1.1. Receives the Job Order Request System None 5 minutes ICTU Staff
out job order request in the My Job List module.
form using the Job | 1.2. Endorses the request to the ICTU head. ICT Unit
Order Request [ 1 3. Reviews and evaluates the request. None 15 minutes ICTU Head
System. 1.4. Assigns a technical staff to do assessment
of the requested assistance. ICT Unit
1.5. Does initial assessment of the site or origin None 10 minutes ICTU
of the request. Technical
2. Unit head or| 2.1 Does initial intervention of the requested None 1 hour Staff
representative assistance. _
discusses the | 2.2. An additional attachment maybe asked ICT Unit
technical request. from the client for works needing further
verification.
2.2. If request is not valid, request is rejected None 10 minutes
with proper remarks.
Total: None 1 hogr and 40
minutes
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7. ICT Training Request

The ICTU responds to the training request from different departments or unit in the University to enhance the digital
skills and knowledge to be more equipped in using tailored fit systems and the current trends in technology.

Office or Division

Information and Communications Technology Unit (ICTU)

Classification

Simple

Type of Transaction

G2G - Government to Government

Who may avail?

Members of the CNU Community

Checklist of Requirements

Where to secure

1. Phoned in requests

2. Job order request form, 1 copy

Transacting client

Information and Communications Technology Unit

: , Fees to . . Person
Client Steps Agency Action be paid Processing Time Responsible
1. Phone in request or | 1.1. Receives the Job Order Request System None 30 minutes ICTU Head

fill out job order in the My Job List module. _

request form using | 1 . Endorses the request to the ICTU head. ICT Unit
ihe Job Order 1.3. Reviews and evaluates the request.

Request System. .

1.4. The ICTU head will do the assessment of
the requested training.

2. Unit head or|2.1 Does initial intervention of the requested None 30 minutes ICTU
representative training. Technical
discusses the Staff
request. 2.2. The ICTU head assigns an ICT staff to

conduct the requested training. ICT Unit
2.2. If ICTU cannot conduct the training, None 10 minutes
referral to training providers will be done.
) 1 hour and 15
Total: None

minutes
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Information and FM Station Unit

External Services
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1. Customer Service Implementation

As a frontline office, the IFMSU personnel receive general and specific inquiries, requests, and complaints from the
university’s internal and external clients. These clients may be categorized as walk-in visitors of the office, or as distant
clients who conduct their transactions over-the-phone, or through online platforms such as email, Facebook Messenger, or

the website contact form.

Office or Division

Information and FM Station Unit (IFMSU)

Classification

Simple

Type of Transaction

G2C — Government to Citizen
G2B — Government to Business
G2G — Government to Government

Who may avail?

All clients

Checklist of Requirements

Where to secure

1. Client’s Email
2. Client’s phoned — in inquiry

3. Client document/inquiry, 1 copy original
4. Visitor’s I.D. (for transactions in offices other than IFMSU), 1 copy

CNU Official Email
CNU official trunk lines
The client will provide
Guard on Duty

Client Steps

Agency Action

be paid

Processing Time

original
5. CSS form, 1 copy original IFMSU Staff
Walk —In Clients
Fees to Person

Responsible

1. Client proceeds to the
Information and FM
Station Unit (IFMSU) for
guidance and queries.

1. Answers queries/concerns.
OR

1. Provides instructions on the
transactions process.
OR

None

5 minutes — 1 hour
or depending on
the querylies of the
client

Office Staff

Information and
FM Station Unit
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, : Fees to . . Person
Client Steps Agency Action be paid Processing Time Responsible
1.1. Refers/endorses clients to the None 1 — 15 minutes Office Staff
concerned college/office.
1.2. Requests client to answer the Information and
Customer Satisfaction Survey FM Station Unit
(CSS) form.
2. Fills out the Customer|2. Receives the Customer None 5 minutes
Satisfaction Survey (CSS) Satisfaction Survey (CSS) form
form and drops the form in and drops in the CSS box at the
the CSS box at the IFMSU IFMSU.
Office
1 hour, 6 — 20
minutes or
Total: None depending on the
guerylies of the
client
Phone —In Clients
1. Calls CNU's | 1. Answers the call; responds to None 1 — 15 minutes Office Staff

landline/trunkline  number

at 032-254-1452 local 115

during office hours from 8

a.m. to 5 p.m. (Monday to

Friday). Clients may also

check the official phone

number through the
university's official website
at https://cnu.edu.ph/

1.1. States the purpose of
the call or explain the
nature of the request
or transaction.

the query and concern.
OR

Information and
FM Station Unit
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https://cnu.edu.ph/

Fees to

Person

Client Steps Agency Action be paid Processing Time Responsible
2. If the transfer is needed, | 2. Transfers/endorses the query, None 1 — 15 minutes Office Staff
wait until the call is request and concern to the
transferred to the | concerned office/ personnel. Information and
concerned college/office. FM Station Unit
Total: None 2 — 30 minutes

Online Clients

1. Sends request, query or
concern, and ensures all

important  details  (e.g.
purpose of
inquiry/request/transaction;
client's information like
name, email address or
contact number) are
provided.

1.1

Acknowledges receipt of the email.

None

Normally
within
a day, 8:00
am-5:00
pm,
Mondays to
Fridays, or
depending
on the query

Office Staff

Information and
FM Station Unit
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: . Fees to | Processing Person
Client Steps Agency Action be paid Time Responsible
1.2. Addresses the client's concerns | None Normally Office Staff
and queries (e.g. reply to email, within
and/or endorse/forward emails to a day, 8:00 | Information and
concerned colleges, offices, and am— 5:00 FM Station Unit
units) pm,
1.3. Notifies the client on initial result or Mondays to
refers the client to concerned Fridays, or
office. .
depending
on the
qguery
Normally
within
a day, 8:00
am-5:00
: pm,
Total: None Mondays to
Fridays, or
depending
on the
qguery
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Information and FM Station Unit

Internal Services
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1. Information Dissemination and Management

As a frontline office, the IFMSU personnel receive requests from the university’s internal clients. The IFMSU personnel
screen client requests and calendars for proper action.

Office or Division

Information and FM Station Unit

Classification

Simple

Type of Transaction

G2C - Government to Government

Who may avail?

Members of the CNU Community

Checklist of Requirements

Where to secure

1. Client's Announcement Request Form, 1 copy IFMSU Staff
Walk — In Clients

: : Fees to Processing Person
Client Steps Agency Action be paid Time Responsible

1. The client fills up the
Announcement
Request Form and
submits it to the
Information and FM
Station Unit.

1.1.

The IFMSU staff files and schedules
the request.

1.2. The IFMSU staff forwards the request

to the Director of Information and FM
Station unit for review and approval.

None 1 working day IFMSU Staff

IFM Station Unit

1.3. The IFMSU staff facilitates the request
on the requested platform.

1.4. For Facebook page and website Information
posting, IFMSU staff forwards the Officer | (Social
request to the Information Officer | to Media Manager)
facilitate the request.

1.5. The Information Officer | forward the IFM Station Unit

draft article/caption to the Director of
Information and FM Station unit for
review and Approval.
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: . Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
1.6. The Information Officer | post the None 1 working day Information
request on the requested Officer | (Social
platform. Media Manager)
IFM Station Unit
1.7. For announcement requests that None 1 working day IFMSU Staff
requires publication materials, IFMSU Graphic Artist
staff forwards the request to the
Graphic Artist to facilitate the request. IFM Station Unit
1.8. The Graphic Artist forwards the
publication material to the Director of
Information and FM Station unit for
review and approval.
1.9. The Graphic Artist posts the request on
the requested platform.
Total: None 3 working
days
Online Clients
1. The client fills up the | 1.1. The IFMSU staff files and schedules None 1 working day IFMSU Staff

Announcement
Request Form and
sends it through email
to the Information and
FM Station Unit.

the request.

1.2. The IFMSU staff forwards the request
to the Director of Information and FM
Station unit for review and approval.

1.3. The IFMSU staff facilitates the request
on the requested platform.

1.4. For Facebook page and website
posting, IFMSU staff forwards the
request to the Information Officer | to
facilitate the request

IFM Station Unit

Information
Officer | (Social
Media Manager)
IFM Station Unit
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. : Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
1.5. The Information Officer | forward the None 1 working day Information
draft article/caption to the Director of Officer | (Social
Information and FM Station unit for Media
review and approval. Manager)
1.6. The Information Officer | posts the
request on the requested platform.
IFM Station
Unit
1.7. For announcement requests that None 1 working day IFMSU Staff
requires publication materials, IFMSU Graphic Artist
staff forwards the request to the
Graphic Artist to facilitate the request. IFM Station
1.8. The Graphic Artist forwards the Unit
publication material to the Director of
Information and FM Station unit for
review and approval.
1.9. The Graphic Artist posts the request on
the requested platform.
Total: None 3 working days
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Office of the University and Board Secretary

Internal Services
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1. Issuance of Documents (e.g. Board of Regents Resolutions, Administrative Council and
Academic Council Resolutions, Excerpts of The Minutes, Board Secretary Certification)

The office of the University and Board Secretary releases documents, such as Resolutions and Rulings of the Councils of
the University and Board of Regents, Excerpts of the Minutes, and Secretary’s Certificate, upon valid request of the
interested party and after the evaluation and approval of the University President on the merits of the request.

Office or Division

Office of the University and Board Secretary

Classification

Complex

Type of Transaction

G2G - Government to Government

Who may avail?

All employees of the university

Checklist of Requirements

Where to secure

1. Document request form, 1 copy original
2. Letter request, 1 copy original

Office of the University and Board Secretary
Transacting Client

Request Form with the
Complete Details.

the details of the submitted
form.

2.2. Board and University Secretary
advises appropriate action.

Client Steps Agency Action 958 T be FREESslE Person Responsible
paid Time

1. Client submits the letter | 1. Provide the Document Request None 1 minute University and Board
request of documents to Form to the client. Secretary Staff
the Board and University
Secretary. Office of the University

. . . and Board Secretar
2. Submit the Document | 2.1. Receive, check and evaluate None 15 minutes y
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Client Steps Agency Action TeEe e be Procgssmg Person Responsible
paid Time
2.3. Retrieval of the requested None 1-3 University and Board
datafile. working Secretary Staff
e Resolutions and Secretary’s days _ o
Certificate Office of the University
. and Board Secretar
e Excerpts of the None 5 working y
Minutes/Minutes  of  the days
Meeting
2.4. University President acts on the None 1 working President’s secretary
document request. day OR
Office Staff
Office of the University
President
2.5. Approval of the University and None 15 minutes | University and Board
Board Secretary for release Secretary
Office of the University
and Board Secretary
DENIED REQUESTS - The None 10 minutes | University and Board
University and Board Secretary Secretary Staff
communicate the decision to the
transacting client. Office of the University
APPROVED REQUESTS - The| None 1 hour and Board Secretary

University and Board Secretary
produces a copy of the requested
document/s
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Client Steps Agency Action EzepSaES Processing Time Person Responsible
3. Client receives the|3. Board and University None 5 minutes University and Board
requested document Secretary releases the Secretary Staff

and signs the document document to the client and
request form to indicate signs the document Office of the University
receipt of said request form to indicate and Board Secretary
document. release of the said

document.

4 days, 1 hour, 46
minutes to 6 days, 1
Total: None hour, 46 hours

(depending on the
requested document)
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Office of the University President

External Services
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1. Receiving of Documents (Occasionally Encountered e.g. Request Letter, Invitation, Blueprints,
Confidential Documents, Project Proposals, Feasibility Studies, Request to Schedule
Appointment with the President, and Others)

Documents from external clients are received by the Office of the University President either for recommendations and/or

approval.

Office or Division

Office of the University President (OUP)

Classification

Simple — Complex

Type of Transaction

G2C - Government to Government

Who may avail?

All external government agencies

Checklist of Requirements Where to secure
Client document, 1 original copy Transacting Client
: . Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
Hand — carried documents
1. Client/s will manually log | 1. Guide the client to fill out the None 5 minutes Receiving Staff
document details in the google sheet document in the OR
google sheet document on computer. Any OUP Staff
the provided computer and available

review.

1.1. Ensure required
documents are
complete.

Office of the
University President

2.  Submit the required
documents to receiving staff
for initial assessment and
verification.

2. Receive and assess the None 10 minutes Receiving Staff
completeness of the OR
documents based on the type Any OUP Staff
of concern available

Office of the
University President
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: . Fees to be | Processing Person
Client Steps Agency Action paid Time Responsible
2.1. Lacking documents — Return to None
client for compliance (as
required).
2.2. Complete documents -
2.2.1. Stamp receive the
documents
2.2.2. Forward the received
documents to the
Executive assistant
lll/secretary for further
review and assessment.

3. Review the submitted documents and None 7 minutes Executive Assistant
countersign under the University [/ Private
President’'s name for endorsement to Secretary |
the University President or Officer-in-

Charge (OIC) of the Office of the Office of the
University President. University President

4. Review documents for appropriate None i. 12 hours | University President
action, comments and suggestion Or
4.1. Sign/Approve/ Disapprove ii. 3 working Officer-in-Charge

documents days
i. Urgent Office of the
ii. Priority iii. 7 working | University President
iii. Regular days

4.2. Return document to Executive
Assistant Ill/ Private Secretary I.
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Fees to

Processing

Person

Client Steps Agency Action be paid Time Responsible
WITH ROUTING SLIP - Forward to None 5 minutes Executive Assistant
Office of the Board and University I/ Private Secretary
Secretary (OBUS) for endorsement to I
the Academic Council/Administrative
Council/Board Meeting. Office of the
5. Scan in preparation to email to the None 10 minutes University President

OBUS
5.1. Send Scanned copy to the email
of BUS V and carbon copy (cc)
OBUS emall
5.2. Forward document/s to receiving
staff/releasing staff.
6. Photocopy document/s and record None 10 minutes Receiving Staff
into the monitoring system. OR
Any OUP Staff
available
Office of the
University President
7. Forward received copy to Office of None 5 minutes Releasing Staff

the Board and University Secretary
receiving staff.

OR
Any OUP Staff
available

Office of the
University President
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Fees to

Client Steps Agency Action be paid Processing Time Person Responsible
8. Office of the Board and | 8. File document/s and log in| None 10 minutes Releasing Staff
University Secretary monitoring system. OR
receiving staff will receive Any OUP Staff
hard copy of the available
document/s.
9. Client/s follow up | 9. Check monitoring system for | None 7 minutes Office of the University
document/s status. status and inform client. President
APPROVED REQUEST -| None 10 minutes Executive Assistant Ill/
Forward the document to the Private Secretary |
University President with
academic/admin/board Office of the University
resolution for appropriate President
action.
DISAPPROVED REQUEST - None 10 minutes Releasing Staff
Return files to client. With OR
attached excerpts  from Any OUP Staff
OBUS. available
Office of the University
President
I. 13 hours and 30
minutes
Total: ii. 3 days and 30
_ minutes
I. Urgent iii. 7 days and 29
None minutes
ii. Priority
(depending on the
iii. Regular schedule of

Academic/Admin/
Board Meeting)
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Client Steps Agency Action Egepsatig Pro_lc_:ieiﬁzlng Person Responsible
Online Transactions
1. Client/s will emails | 1. Acknowledge, log into the None 7 minutes Administrative
document/s to the monitoring matrix, and print Assistant Il /Executive
University President’s document/s then forward to the Assistant I/ Private
email. Executive Assistant Ill/Private Secretary |
Secretary | for appropriate action.
Office of the University
President
2. Review, segregate and highlight None 5 minutes Executive Assistant III/
important details for University Private Secretary |
President / Office-in-Charge
Office of the University Office of the University
President’s approval. President
3. Acts/ Refer documents to None i. 12 hours University President
designated officials. i. 3 working Or
i. Urgent ' Officer-in-Charge
ii. Priority days
iii. Regular : Office of the University
3.1. Approve documents will be lil. 7 working President
forwarded to the Executive days

Assistant 1/ Private
Secretary I/ Record Officer
3.2. Disapproved documents will
be forwarded to Record
Officer/ Private Secretary I.
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: : Fees to Processing .
Client Steps Agency Action be paid Time Person Responsible
3. Update client, update monitoring 10 minutes Administrative
matrix, and file the document/s. Assistant Il / Private
Secretary |
Office of the University
President
i. 12 hours and
32 minutes
~ Total: ii. 3 days and 32
I. Urgent minutes
iii. 7 days, and 32
ii. Priority None minutes
iii. Regular (depending  on

the submitted
document/s)
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2. Receiving of Documents (Occasionally Encountered e.g. Request Letter, Request to Schedule
Appointment with the President, Invitations, Application Letter and Others)

Documents from external clients are received by the Office of the University President either for recommendations and/or

approval.

Office or Division

Office of the University President (OUP)

Classification

Simple — Complex

Type of Transaction

G2C - Government to Citizens

Who may avail?

All citizens outside the university

Checklist of Requirements

Where to secure

1. Client document, 1 original copy (as required)
2. Fully Accomplished checklist from HRMU (for job

Human Resource Management Unit (HRMU)

review.

1.1. Ensure required
documents are
complete.

application)
3. Fully Accomplished checklist form Testing & Admission Testing, Admission, Guidance & Counseling Services
Unit Unit
: : Fees to be | Processing Person
Client Steps Agency Action paid Time Responsible
Hand — carried documents
1. Client/s will manually log | 1. Guide the client to fill out the None 5 minutes Receiving Staff
document details in the google sheet document in the OR
google sheet document on computer. Any OUP Staff
the provided computer and available

Office of the
University President
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: . Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
2. Submit the required | 2. Receive and assess the completeness of None 15 minutes Receiving Staff

documents to | the documents based on the type of concern OR

receiving staff for 2.1. Lacking documents — Return to Any OUP Staff
initial assessment client for compliance (as required). available
and verification. 2.2. Complete documents -
22.1. Stamp receive the Office of the
documents University
2.2.2. Forward the received President
documents to the Executive
assistant lll/secretary for
further review and
assessment.
3. Counter sign under the University None 7 minutes Executive
President’'s name Assistant 111/
3.1. Endorse the document to the Private Secretary |
University President/  Officer-in-
Charge (OIC) of the Office of the Office of the
University President. University
President
4. Review documents for appropriate action, None 20 mins University
comments and suggestion President
4.1. Sign/Approve/ Disapprove Or
documents Officer-in-Charge
i. Urgent
ii. Priority Office of the
iii. Regular University
4.2. Return document to Executive President

Assistant Ill/ Private Secretary |I.
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: . Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
5. Counter check the signed None 5 minutes Executive Assistant
documents. I/ Private Secretary
DISAPPROVED REQUEST - None 5 minutes I
Forward to receiving staff for return to
client/s. Office of the
University President
WITH ROUTING SLIP - Forward to None 5 minutes Receiving Staff
concerned officials for appropriate OR
action/review and evaluation/ Any OUP Staff
comments/ recommendation/  for available
correction/ for dissemination/ for filing
and others. Office of the
University President
APPROVED REQUEST - None 5 minutes Executive Assistant
5.1. Stamp date and time when the [1l/ Private Secretary
document was signed. I
5.2. Forward the document to the
receiving staff. Office of the
University President
6. Record, scan, and photocopy None 10 minutes Receiving Staff

signed document in preparation for
release
6.1 Forward to releasing staff.

OR
Any OUP Staff
available

Office of the
University President
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: . Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
7. Log documents for release. None 10 minutes Releasing Staff
7.1. Release or route signed OR
document. Any OUP Staff
available
Office of the
University President
Total: i. 13 hours and 7
minutes
ii. 3 days,1 hour
I. Urgent: and 7 minutes
None iii. 7 days, 1 hour
ii. Priority: and 7 minutes
iii. Regular: (depending on
the submitted
document/s)
Online Transactions
1. Applicant/s will send | 1. Acknowledge and carbon copy (cc) None 5 minutes Administrative
application letter with Human Resource Management Assistant IlI
attached requirements Unit/ Testing, Admission, Guidance /Executive Assistant
to the  University & Counseling Services Unit. I/ Private Secretary
President’s email. |
Office of the
University President
Total: None 5 minutes to 3

working days
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Client Steps Agency Action Egepsatig Pro%er:zlng Person Responsible
1. Client/s will email | 1. Acknowledge, log into the None 7 minutes Administrative
document/s to the monitoring matrix, and print Assistant Il /Executive
University President’s document/s then forward to the Assistant Ill/ Private
email. University President for Secretary |
appropriate action.
Office of the University
President
2. Acts/ Refer documents to None i. 12 hours University President
designated officials. i 3 workin Or
I. Urgent ' 9 Officer-in-Charge
ii. Priority days
iii. Regular . Office of the University
2.1. Approve documents will be li.. 7 working President
forwarded to the Executive days
Assistant Ill/ Private Secretary
I/ Record Officer
2.2. Disapproved documents will
be forwarded to Record
Officer/ Private Secretary |.
3. Update client, update monitoring 10 minutes Administrative
matrix, and file the document/s. Assistant Il / Private
Secretary |
Office of the University
President
i. 12 hours and
17 minutes
Total: None ii. 3 _days and 17
minutes
iii. 7 days, and 17
minutes
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3. Receiving of Documents (Occasionally Encountered Transaction e.g. Request Letter, Request
to Schedule Appointment with the President, Invitation, Promotion, Request for Partnership,
and Others)

Documents from external clients are received by the Office of the University President either for recommendations and/or
approval.

Office or Division Office of the University President (OUP)

Classification Simple — Complex

Type of Transaction G2B - Government to Business

Who may avail? All Affiliating clients of Cebu Normal University

Checklist of Requirements Where to secure

1. Client document, 1 original copy Office of the University President
: : Fees to be | Processing Person

Client Steps Agency Action paid Time Responsible

1. Client/s will manually log | 1. Guide the client to fill out the google None 5 minutes Receiving Staff
document details in the sheet document in the computer. OR
google sheet document Any OUP Staff
on the provided available
computer and review.

1.1. Ensure required Office of the
documents are University President
complete.

2. Submit the required |2. Receive and assess the None 15 minutes Receiving Staff
documents to receiving completeness of the documents OR
staff for initial based on the type of concern Any OUP Staff
assessment and available
verification.
Office of the
University President
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: . Fees to be | Processing Person
Client Steps Agency Action paid Time Responsible
2.1. Lacking documents — Return to None
client for compliance (as
required).
2.2. Complete documents -
2.2.1. Stamp receive the
documents
2.2.2. Forward the received
documents to the
Executive assistant
lll/secretary for further
review and assessment.
Counter sign under the University None 7 minutes Executive Assistant
President’'s name [/ Private
3.1. Endorse the document to the Secretary |
University President/ Officer-in-
Charge (OIC) of the Office of the Office of the
University President. University President
Review documents for appropriate None i. 12 hours | University President
action, comments and suggestion Or
4.1. Sign/Approve/ Disapprove ii. 3 working Officer-in-Charge
documents days
i. Urgent Office of the
ii. Priority iii. 7 working | University President
iii. Regular days

4.2. Return document to Executive
Assistant Ill/ Private Secretary I.
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: . Fees to be | Processing Person
Client Steps Agency Action paid Time Responsible
5. Counter check the signed documents. None 5 minutes Executive Assistant
[/ Private
Secretary |
Office of the
University President
DISAPPROVED REQUEST - Forward to None 5 minutes
receiving clerk for return to client/s.
WITH ROUTING SLIP - None 5 minutes Receiving/
Forward to concerned officials for Releasing Staff
appropriate action/review and evaluation/ Or any OUP staff
comments/ recommendation/ for available
correction/ for dissemination/ for filing and
others. Office of the
University President
APPROVED REQUEST - None 5 minutes Executive Assistant
5.1. Stamp date and time when the I/ Private
document was signed Secretary |
5.2. Forward the document to the
receiving staff. Office of the
University President
6. Record, scan, and photocopy signed 10 minutes Receiving/
document in preparation for release Releasing Staff
6.1 Forward to releasing staff. Or any OUP staff
available

Office of the
University President
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. . Fees to be Processing Person
Client Steps Agency Action paid Time Responsible
7. Log documents for release. None 10 minutes Releasing Staff
7.1. Release or route signed OR
document. Any OUP Staff
available
Office of the
University President
Total: None I. 13 hours and 7
minutes
I. Urgent:
ii. 3 days,1 hour
ii. Priority: and 7 minutes
iii. Regular: lii. 7 days, 1 hour

and 7 minutes

(depending on
the submitted
document/s)
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1. Receiving of Documents (Non-monetary/Regular Transaction e.g. Travel Authority-Local
Request letters, Daily Time Record (DTR), Accomplishment Report, Leave Form (Form 6),
Vehicle request form, vehicle trip ticket, Certificate of Appearance, Itinerary/ Narrative Report,

Certificate of Travel Completed, Liquidation Report)

Documents from internal clients are received by the Office of the University President either for recommendations and/or

approval.

Office or Division

Office of the University President (OUP)

Classification

Simple — Complex

Type of Transaction

G2C - Government to Government

Who may avail?

All employees and students of the university

Checklist of Requirements

Where to secure

1. Client document, 1 original copy (as required)
2. Fully Accomplished checklist (Annex A-J) as required

Office of the University President (OUP)

: : Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
Hand — carried documents
1. Client/s will manually log | 1. Guide the client to fill out the None 5 minutes Receiving Staff

document details in the google sheet document in the OR
google sheet document on computer and hand-out the Any OUP Staff
the provided computer and checkilist. available
review the requirements
based on the checklist. Office of the
1.1. Ensure required University President
documents are
complete.
2. Submit the required | 2. Receive and assess the None 15 minutes

documents to receiving staff
for initial assessment and
verification.

completeness of the
documents based on the type
of concern
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: . Fees to be | Processing Person
Client Steps Agency Action paid Time Responsible
2.1. Lacking documents — Return to None
client for compliance.
2.2. Complete documents -
2.2.1. Receive and stamp the
documents per page (as
required)
2.2.2. Forward the received
documents to the
Executive assistant
lll/secretary for further
review and assessment.
3. Counter sign under the University None 7 minutes Executive Assistant
President’s name [/ Private
3.1 Endorse the document to the Secretary |
University President/ Officer-in-
Charge (OIC) of the Office of the Office of the
University President. University President
4. Review documents for appropriate None i. 12 hours | University President
action, comments and suggestion Or
4.1. Sign/Approve/ Disapprove ii. 3 working Officer-in-Charge
documents days
i. Urgent Office of the
ii. Priority iii. 7 working | University President
iii. Regular days
4.2. Return document to Executive
Assistant Ill/ Private Secretary I.
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: . Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
5. Counter check the signed documents None 5 minutes Executive Assistant
DISAPPROVED REQUEST - Forward | None 5 minutes I/ Private Secretary
to receiving clerk for return to client/s. !
Office of the
APPROVED REQUEST - None 7 mins University President
5.1. Stamp date and time when the
document was signed under
the University President’s
name
5.2. Forward the document to the
receiving staff.
6. Record, scan, and photocopy signed None 5 minutes Releasing Staff
document in preparation for release. OR
6.1. Forward to releasing staff. Any OUP Staff
7. Log documents for release. Non3 10 minutes available
7.1. Release or route signed
document. Office of the
University President
Total: None I. 13 hours and 4
i. Urgent minutes
ii. 3 days, 1 hour
ii. Priority and 4 minutes
iii. 7 days, 1 hour
lii. Regular and 4 minutes

(depending on
the submitted
document/s)
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Client Steps Agency Action Egepsatig Pro_lc_:ieiﬁzlng Person Responsible

Online Transactions

1. Client/s will send DTR | 1. Review completeness of None I. 12 hours Administrative

correction request, attachments ii. 3 working | Assistant Il /Executive
Leave Application, 1.1. Approve days Assistant I/ Private
Official Business i. Urgent ii. 7 working Secretary |
Request. ii. Priority days
iii. Regular Office of the University
1.2. Disapprove President
1.3. Return for correction and add
remarks.
Total: None i. 12 hours
ii. 3 working
i. Urgent days
iii. 7 working
ii. Priority days
iii. Regular (depending on
the submitted
document/s)

2. Client/s will email their | 2. Acknowledge and review None 7 minutes Administrative
fully  accomplished | 2.1. For correction — Draft the Assistant Il /Executive
travel authority form correct ATT and forward to the Assistant Ill/ Private
(Memorandum client/s to confirm for printing. Secretary |
Circular No. 43) for
review and correction. Office of the University

President
Total: None 7 minutes to 3

working days
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2. Receiving of

Documents

(Non-monetary/

Regular

Transaction

e.g. Request for

Overtime/Compensatory Time-off/Service Credit and Special Order for OIC and Special

Disbursing Officer)

Documents from internal clients are received by the Office of the University President either for recommendations and/or

approval.

Office or Division

Office of the University President (OUP)

Classification

Simple — Complex

Type of Transaction

G2C - Government to Government

Who may avail?

All employees of the university

Checklist of Requirements

Where to secure

1. Client document, 1 original copy (as required)
Annex A-J) as required

2. Fully Accomplished checklist

Office of the University President (OUP)

: : Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
1. Client/s will manually log | 1. Guide the client to fill out the None 3 minutes Receiving Staff

document details in the google sheet document in the OR

google sheet document on computer and hand-out the Any OUP Staff
the provided computer and checkilist. available
review.

1.1. Ensure required Office of the
documents are University President
complete.

2.  Submit the required Receive and assess the None 10 minutes

documents to receiving staff
for initial assessment and
verification.

completeness of the
documents based on the type
of concern
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Client Steps

Agency Action

Fees to be
paid

Processing
Time

Person
Responsible

2.1. Lacking documents — Return to
client for compliance.
2.2. Complete documents -
2.2.1. Stamp receive the
documents.
2.2.2. Forward the received
documents to the
Executive assistant
[ll/secretary for further
review and assessment.

None

OVERTIME/CTO/SERVICE CREDIT
REQUEST
i. Draft and print Office Order for
Overtime/CTO/Service Credit.
SPECIAL ORDER (OIC) AND SPECIAL
DISBURSING OFFICER (SDO)
ii. Draft and print Special Order for OIC
per Office/Department Request and
SDO.

None

20 minutes

3. Counter sign under the University
President’s name
3.1. Endorse the document to the
University  President/Officer-in-
Charge (OIC) of the Office of
University President.

None

7 minutes

Executive Assistant
11/ Private
Secretary |

Office of the
University President

4. Review documents for appropriate
action, comments and suggestion
4.1. Sign/Approve/Disapprove
documents and/or attach routing
clip

None

i. 12 hours
ii. 3 working
days
iii. 7 working
days

University President
Or
Officer-in-Charge

Office of the
University President
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: . Fees to be | Processing Person
Client Steps Agency Action paid Time Responsible
I. Urgent
ii. Priority
lii. Regular
4.2. Return document to Executive
Assistant/Private Secretary I.
5. Counter check the signed documents. None 5 minutes Executive Assistant
[/ Private
DISAPPROVED REQUEST - Forward to None 5 minutes Secretary |
receiving clerk for return to client/s.
Office of the
University President
WITH ROUTING SLIP - Forward to None 5 minutes Receiving/
concerned officials for appropriate Releasing Staff
action/review and evaluation/ comments/ Or any OUP staff
recommendation/ for correction/ for available
dissemination/ for filing and others.
Office of the
University President
APPROVED REQUEST - None 5 minutes Executive Assistant

5.1. Stamp date and time when the
document was signed

5.2. Forward the document to the
receiving staff.

[/ Private
Secretary |

Office of the
University President
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: . Fees to be | Processing Person
Client Steps Agency Action paid Time Responsible
6. Record, scan, and photocopy signed None 10 minutes Receiving Staff
document/s in preparation for release OR
6.1 Forward to releasing Staff. Any OUP Staff
available
Office of the
University President
7. Log document/s for release None 10 minutes Releasing Staff
7.1. Release or route signed document OR
to client/s. Any OUP Staff
available
Office of the
University President
None i. 13 hours
and 20
minutes
ii. 3 working
Total: days, 1
hour and
i. Urgent 20 minutes
iii. 7 working
ii. Priority days, 1
hour and
iii. Regular 20 minutes

(depending on
the submitted
document/s)
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3. Receiving of Documents (Non- Procurement Monetary/ Regular Transaction e.g. Disbursement
Voucher (DV), Auto Debit Arrangement (ADA), Budget Utilization Request Status (BURS),

Obligation Request Status (ORS), Checks, Check Advice, Check Duplicate)

Documents from internal clients are received by the Office of the University President either for recommendations and/or

approval.

Office or Division

Office of the University President (OUP)

Classification

Simple — Complex

Type of Transaction

G2C - Government to Government

Who may avail?

All employees of the university

Checklist of Requirements

Where to secure

1. Client document, 1 original copy (as required)

Financial Management Services Division

2. Fully Accomplished checklist (Checklist from Accounting) | Cash Unit
: . Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
Hand — carried documents
1. Client/s will manually log | 1. Guide the client to fill out the None 3 minutes Receiving Staff
document details in the google sheet document in the OR
google sheet document on computer. Any OUP Staff
the provided computer. available
1.1. Ensure required
documents are Office of the
complete. University President
2.  Submit the required Receive and assess the None 10 minutes

documents to receiving staff
for initial assessment and
verification.

completeness of the

documents based on the type

of concern

2.1. Lacking documents -
Return to client for
compliance
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Client Steps Agency Action Egepsatig Pro%er:zlng Person Responsible
2.2. Complete documents - None

22.1. Stamp receive the
documents.

2.2.2. Forward the received
documents to the
Executive assistant
lll/secretary for further
review and assessment.

3. Counter sign under the University None 7 minutes Executive Assistant IlI/
President’'s name Private Secretary |
3.1. Endorse the document to the

University President/Officer-in- Office of the University
Charge (OIC) of the Office of President
University President.

4. Review documents for appropriate action, None I. 12 hours University President
comments and suggestion ii. 3 working Or
4.1. Sign/Approve/Disapprove days Officer-in-Charge

documents and/or attach routing iii. 7 working
clip days Office of the University
I. Urgent President
ii. Priority
iii. Regular
4.2. Return document to Executive
Assistant/Private Secretary |I.
5. Counter check the signed documents. None 5 minutes Executive Assistant Ill/
Private Secretary |
DISAPPROVED REQUEST - Forward to None 5 minutes

receiving clerk for return to client/s.

Office of the University
President
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Client Steps Agency Action Egepsatig Pro%er:zlng Person Responsible
APPROVED REQUEST - None 5 minutes Executive Assistant Ill/
5.1. Stamp date and time when the Private Secretary |

document was signed
5.2. Forward the document to the Office of the University
receiving staff. President
6. Record signed document/s in preparation None 10 minutes Receiving Staff
for release. OR
6.1 Forward to releasing Staff. Any OUP Staff available
Office of the University
President
7. Log document/s for release. None 10 minutes Releasing Staff
7.1. Release or route signed document to OR
client/s. Any OUP Staff available
Office of the University
President
None i. 13 hours and

Total:
I. Urgent
ii. Priority

iii. Regular

59 minutes

i. 3 working
days and 59
minutes

iii. 7 working
days and 59
minutes

(depending on
the submitted
document/s)
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Client Steps Agency Action Egepsatig Pro.?ﬁzmg Person Responsible
Online Transactions
1. Client/s will send |1.Loginto E-Budget system. None 5 minutes Executive Assistant I/
request for internal 1.1. Refer to the signed hard Private Secretary |
modification through E- copy for internal modification
Budget. approval. Office of the University
President
Total: None 5 minutes to 3
working days
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4. Receiving of Documents (Procurement Non-Monetary Transaction e.g. Notice of Award, Notice
to Proceed, Bids and Awards Committee Resolution (BAC Reso0), Purchase Order, Purchase
Request, Project Procurement Management Plan (PPMP))

Documents from internal clients are received by the Office of the University President either for recommendations and/or
approval.

Office or Division Office of the University President (OUP)
Classification Simple — Complex
Type of Transaction G2C - Government to Government
Who may avail? All employees of the university
Checklist of Requirements Where to secure
1. Client document, 1 original copy Procurement Office, Financial Management Services
Division
2. Fully Accomplished checklist (Checklist from Accounting) | Financial Management Services Division
: : Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
1. Client/s will manually log | 1. Guide the client to fill out the None 3 minutes Receiving Staff
document details in the google sheet document in the OR
google sheet document on computer. Any OUP Staff
the provided computer. available
1.1. Ensure required
documents are Office of the
complete. University President
2.  Submit the required | 2. Receive and assess the None 10 minutes
documents to receiving staff | completeness of the documents
for initial assessment and | based on the type of concern.
verification. 2.1. Stamp receive the
2.1. Secure the required documents.
documents.
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Client Steps Agency Action Egepsatig Pro%er:zlng Person Responsible
2.2. Forward the received None
documents to the executive
assistant/secretary for further
review and assessment.

3. Counter sign under the University None 7 minutes Executive Assistant Ill/
President’'s name Private Secretary |
3.1. Endorse the document to the

University President/Officer-in- Office of the University
Charge (OIC) of the Office of President
University President.

4. Review documents for appropriate None I. 13 hours University President
action, comments and suggestion ii. 3 working Or
4.1. Sign/Approve/Disapprove days Officer-in-Charge

documents  and/or  attach iii. 7 working
routing clip days Office of the University
i. Urgent President
ii. Priority
iii. Regular
4.2. Return document to Executive
Assistant/Private Secretary |I.

5. Counter check the signed None 5 minutes Executive Assistant IlI/
documents. Private Secretary |

DISAPPROVED REQUEST - Forward None 5 minutes

to receiving clerk for return to client/s.

Office of the University
President
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Client Steps Agency Action Ege;agg Pro_(lfierﬁzlng Person Responsible
WITH ROUTING SLIP - Forward to None 5 minutes Receiving/Releasing Staff
concerned officials for appropriate Or any OUP staff available
action/review and evaluation/ comments/
recommendation/ for correction/ for Office of the University
dissemination/ for filing and others. President
APPROVED REQUEST - None 5 minutes Executive Assistant IlI/

5.1. Stamp date and time when the Private Secretary |
document was signed.
5.2. Forward the document to the Office of the University
receiving staff. President
6. Record, scan, and photocopy signed None 10 minutes Receiving Staff
document/s in preparation for release. OR
6.1 Forward to releasing Staff. Any OUP Staff available
Office of the University
President
7. Log document/s for release. None 10 minutes Releasing Staff
7.1. Release or route signed document OR
to client/s. Any OUP Staff available
Office of the University
President
Total: None i. 13 hours
and 15
. minutes
I Urgent ii. 3 working
. days, 1
Ii. Priority hour  and
15
lii. Regular minutes
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iii. 7 working
days, 1
hour and
15
minutes

(depending
on the
submitted
document/s)
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5. Receiving of Documents (Procurement Regular Transaction e.g. Disbursement Voucher (DV),
Auto Debit Arrangement (ADA), Budget Utilization Request Status (BURS), Obligation Request
Status (ORS), Check, Check Advice, Check Duplicate)

Documents from internal clients are received by the Office of the University President for recommendations and/or approval.

Office or Division Office of the University President (OUP)
Classification Simple — Complex
Type of Transaction G2C - Government to Government
Who may avail? All employees of the university
Checklist of Requirements Where to secure
1. Client document, 1 original copy Financial Management Services Division
2. Fully Accomplished checklist (Checklist from Accounting) | Cash Unit
: : Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
1. Client/s will manually log | 1. Guide the client to fill out the None 3 minutes Receiving Staff
document details in the google sheet document in the OR
google sheet document on computer. Any OUP Staff
the provided computer. available
1.1. Ensure required
documents are Office of the
complete. University President
2.  Submit the required | 2. Receive and assess the None 10 minutes
documents to receiving staff completeness of the
for initial assessment and documents based on the type
verification. of concern.
2.1. Lacking documents -
Return to client for
compliance.
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Client Steps Agency Action Egepsatig Pro%er:zlng Person Responsible
2.2. Complete documents - None

22.1. Stamp receive the
documents.

2.2.2. Forward the received
documents to the
Executive assistant
lll/secretary for further
review and assessment.

3. Counter sign under the University None 7 minutes Executive Assistant IlI/
President’s name. Private Secretary |
3.1. Endorse the document to the

University President/Officer-in- Office of the University
Charge (OIC) of the Office of President
University President.

4. Review documents for appropriate action, None I. 12 hours University President
comments and suggestion ii. 3 working Or
4.1. Sign/Approve/Disapprove days Officer-in-Charge

documents and/or attach routing iii. 7 working
clip days Office of the University
I. Urgent President
ii. Priority
iii. Regular
4.2. Return document to Executive
Assistant/Private Secretary |I.
5. Counter check the signed documents. None 5 minutes Executive Assistant Ill/
Private Secretary |
DISAPPROVED REQUEST - Forward to None 5 minutes

receiving clerk for return to client/s.

Office of the University
President
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Client Steps Agency Action Egepsatig Pro%er:zlng Person Responsible
APPROVED REQUEST - None 7 minutes Executive Assistant Ill/
5.1. Stamp date and time when the Private Secretary |

document was signed.
5.2. Forward the document to the Office of the University
receiving staff. President
6. Record signed document/s in preparation None 10 minutes Receiving Staff
for release. OR
6.1 Forward to releasing Staff. Any OUP Staff available
Office of the University
President
7. Log document/s for release. None 10 minutes Releasing Staff
7.1. Release or route signed document to OR
client/s. Any OUP Staff available
Office of the University
President
None i. 12 hours and

Total:
I. Urgent
ii. Priority

iii. Regular

57 minutes

i. 3 working
days and 57
minutes

iii. 7 working
days and 57
minutes

(depending on
the submitted
document/s)
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6. Receiving of Documents (Non-monetary/Regular transaction e.g. Travel Authority-Abroad, Contracts, Faculty
Workload, Request Letter, Programs Activities and Projects (PAPs)/Concept Note, E-Budget Internal
Modification Request, Certificates and Diploma, Change Status Form and Others)

Documents from internal clients are received by the Office of the University President for recommendations and/or approval.

Office or Division
Classification
Type of Transaction

Who may avail?

Checklist of Requirements
1. Client document, 1 original copy (as required)
2. Fully Accomplished checklist (Annex A-J) as required

Office of the University President (OUP)
Simple — Complex
G2C - Government to Government
All employees and students of the university
Where to secure
Office of the University President (OUP)

: : Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
Hand — carried documents
1. Client/s will manually log | 1. Guide the client to fill out the None 3 minutes Receiving Staff

document details in the google sheet document in the OR
google sheet document on computer and hand-out the Any OUP Staff
the provided computer and checkilist. available

review the requirements
based on the checkilist. Office of the
1.1. Ensure required University President
documents are
complete.

2.  Submit the required | 2. Receive and assess the None 15 minutes

documents to receiving staff completeness of the

for initial assessment and documents based on the type

verification. of concern.

2.1. Secure the required 2.1. Stamp receive the
documents. documents.
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Client Steps Agency Action Ege;agg Pro_?i?;:(salng Person Responsible
2.2. Forward the received documents None
to the executive
assistant/secretary for further
review and assessment.

3. Counter sign under the University None 7 minutes Executive Assistant IlI/
President’s name Private Secretary |
3.1 Endorse the document to the

University President/ Officer-in- Office of the University
Charge (OIC) of the Office of the President
University President.

4. Review documents for appropriate None I. 12 hours University President
action, comments and suggestion Or
4.1. Sign/Approve/ Disapprove ii. 3 working Officer-in-Charge

documents and/or attach routing days
slip. Office of the University
i. Urgent iii. 7 working President
ii. Priority days
iii. Regular
4.2. Return document to Executive
Assistant lll/ Private Secretary I.
5. Counter check the signed documents None 5 minutes Executive Assistant I/
Private Secretary |
DISAPPROVED REQUEST - Forward to None 5 minutes

receiving clerk for return to client/s.

Office of the University
President
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Client Steps Agency Action Ege;agg Pro_?i?;:(salng Person Responsible
WITH ROUTING SLIP - Forward to None 5 minutes Receiving/ Releasing
concerned officials for appropriate Staff
action/review and evaluation/ comments/ Or any OUP staff
recommendation/ for correction/ for available
dissemination/ for filing and others.

Office of the University
President
APPROVED REQUEST - None 7 minutes Executive Assistant I/
5.1. Stamp date and time when the Private Secretary |
document was signed under the
University President’'s name Office of the University
5.2. Forward the document to the President
receiving staff.
6. Record, scan, and photocopy signed None 5 minutes Receiving Staff
document in preparation for release. OR
6.1. Forward to releasing staff. Any OUP Staff
available
Office of the University
President
7. Log documents for release. Non3 10 minutes Releasing Staff
7.1. Release or route signed OR
document. Any OUP Staff
available

Office of the University
President
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Total:
i. Urgent
ii. Priority

iii. Regular

None

i. 13 hours and

4 minutes
i. 3 days, 1
hour and 4
minutes
ii. 7 days, 1
hour and 4
minutes

(depending on
the submitted
document/s)
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7. Receiving of Documents (Non-monetary/Regular transaction e.g. Travel Authority-Foreign, Contracts,
Request Letter, Resignation, Retirement, Confidential Documents, Project Proposals, Feasibility Studies,
Request to conduct motorcade, and others)

Documents from internal clients are received by the Office of the University President for recommendations and/or approval.

Office or Division Office of the University President (OUP)

Classification Highly Technical

Type of Transaction G2C - Government to Government

Who may avail? All employees and students of the university

Checklist of Requirements Where to secure

1. Client document, 1 original copy (as required) Office of the University President (OUP)

2. Fully Accomplished checklist (Annex A-J) as required
: : Fees to Processing Person

Client Steps Agency Action be paid Time Responsible

Hand — carried documents with online transaction (as required)

1. Client/s will manually log | 1. Guide the client to fill out the None 5 minutes Receiving Staff
document details in the google sheet document in the OR
google sheet document on computer and hand-out the Any OUP Staff
the provided computer and checkilist. available
review the requirements
based on the checklist. Office of the
1.1. Ensure required University President

documents are
complete.

2.  Submit the required | 2. Receive and assess the None 15 minutes
documents to receiving staff completeness of the
for initial assessment and documents based on the type
verification. of concern.

2.1. Lacking documents -
Return to client for
compliance
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Client Steps Agency Action Ege;agg Pro_?i?;:(salng Person Responsible
2.2. Complete documents — None

2.2.1. Stamp receive the
documents.

2.2.2. Forward the received
documents to the
executive
assistant/secretary for
further review and
assessment.

3. Counter sign under the University None 7 minutes Executive Assistant I/
President’'s name Private Secretary |
3.1 Endorse the document to the

University President/ Officer-in- Office of the University
Charge (OIC) of the Office of the President
University President.

4. Review documents for appropriate None i. 12 hours University President
action, comments and suggestion. Or
4.1. Sign/Approve/ Disapprove ii. 3 working Officer-in-Charge

documents days
i. Urgent Office of the University
ii. Priority iii. 7-10 President
iii. Regular working days
4.2. Return document to Executive
Assistant Ill/ Private Secretary I.
WITH ROUTING SLIP - Forward to None 5 minutes Executive Assistant IlI/

Board University Secretary (OBUS) for
inclusion in the agenda of the
Academic/Administrative Council/Board
Meeting.

Private Secretary |

Office of the University
President
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Fees to

Processing

Client Steps Agency Action be paid Time Person Responsible
5. Scan in preparation to email to None 10 minutes
the OBUS.
5.1. Send Scanned copy to the
email of BUS V and carbon
copy (cc) OBUS emaill
5.2. Forward document/s to
receiving staff/releasing
staff.
6. Photocopy document/s and None 10 minutes Receiving Staff
record into the monitoring OR
system. Any OUP Staff
available
Office of the University
President
7. Forward received copy to Office None 5 minutes Releasing Staff
of the Board and University OR
Secretary receiving staff. Any OUP Staff
available
Office of the University
President
8. Office of the Board and | 8. File document/s and log in None 10 minutes Releasing Staff
University Secretary monitoring system. OR
receiving staff  will Any OUP Staff
receive hard copy of the available

document/s.

Office of the University
President
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Client Steps Agency Action Egepsatig Processing Time Person Responsible
9. Client/s follow up | 9. Check monitoring system for None 7 working days Releasing Staff
document/s status. status and inform client. OR
Any OUP Staff
available
Office of the University
President
APPROVED REQUEST - None 10 minutes Executive Assistant Ill/
Forward the document to the Private Secretary |
University  President  with
academic/admin/board Office of the University
resolution  for  appropriate President
action.
DISAPPROVED REQUEST - None 10 minutes Releasing Staff
Return files to client. With OR
attached excerpts from OBUS. Any OUP Staff
available
Office of the University
President
I. 17 days, 13 hours
and 7 minutes
Total: ii. 20 days, 1 hour and
. 7 minutes
I. Urgent iii. 24 days, 1 hour and
None 7 minutes
ii. Priority
(depending on the
iii. Regular schedule of
Academic/Admin/ Board
Meeting)
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Republic of the Philippines
Cebu Normal Umvcrslty
‘Owncta Bivd, Crba Qry
Ofﬁce of the Umvelsny Preﬂdcnl v
elephane No- (+6332) 233 6211/253-96 BRSNS TRNSS

: presicnue duph
Website: wonw.com el phy

ANNEX A
Form 1

For Students/Organization within the university:

O Urgent [ Priority [ Regular
INTERNAL TRANSACTION CHECKLIST

[0 2 copies of Letter of Intent

- Include request for entry (for friday, saturday,

and/or sunday) if applicable
B 2 copies of Program Flow (if event)
Authority to Attend if necessary

-3 copies of Memorandum Circular No. 43.

B &uﬂ\orily to Travel (From External Campuses only)
hers:

Remarks/Opinions/Justifications:

Republic of the Philippines

% Cebu Normal Umvernty
- Ownctia Bivd, Crbu Qy,
Office of the University President V

Telephone No.: (463 39 253 6211/253-9611 SAGONG PRIPIIAS
pro@cucduph
Websae: www ameduph

ANNEX B
Form 2

From Students/Organization/Faculty for travels:

O uUrgent [ Priority [0 Regular
INTERNAL TRANSACTION CHECKLIST

2 copies of Letter of Intent
2 copies of Invitation Letter
Authority to Travel

-3 copies of Memorandum Circular No. 43.
PAPs Executive Brief/Concept note with CAF
and/or Earmark

-If no monetary expenses no need for CAF,

just signed certificate of no funds earmarked.

Planned off-campus activity
Liability Waiver
Parent's Permit
Faculty Conforme
Filled-out Vehicle Request Form and Trip Ticket
(once approved and signed) if necessary
Others:

0
H
O
0
H
O
0
O

Remarks/Opinions/Justifications:

- Republic of the Philippines
A, Cebu Normal University
Ownchia Bivd, Crba Gy, 6009, Philppanes
Ofﬁcc of the Umvemly Presndem V
e No.: 1~n.lnt 253 6211/253-961 BAGONG PRIPINAS

presecoue duph
V\!b\l( www.coedu.ph

ANNEX C
Form 3

From Faculty/Admin for travels:

O Urgent [0 Priority [J Regular
INTERNAL TRANSACTION CHECKLIST

2 copies of Letter of Intent
2 copies of Invitation Letter
Authority to Travel
-3 copies of Memorandum Circular No. 43.

PAPs Executive Brief/Concept note with CAF
a and/or Earmark

- If no monetary expenses no need for CAF,

just signed certificate of no funds earmarked.
] Approved Individual Development Plan (IDP): For
training, conferences, and seminars only.

O Filled-out Vehicle Request Form and Trip Ticket
o (once approved and signed) if necessary

0oa

Others:

Remarks/Opinions/Justifications:
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Republic of the Philippines

SRy, chuNormalUmvmty
— Ounetis Bivd Grbe Cav 4009 Fhdppan
S Dﬂiec of the University President v

eephions Na: (46323 253 62i1/353.06
Ernﬂ presocnueduph BACONC PILISMAS
Webnae www usiugh

ANNEX D
Form 4

For Overtime/ Compensatory Time-Off/ Service
Credit Request:

O uUrgent [ Priority [ Regular
INTERNAL TRANSACTION CHECKLIST

Submit approved request letter and overtime work
a plan A WEEK BEFORE the scheduled overtime
dates. (Request must NOT EXCEED 7 days)
-Submission must always be within the
presence of the University President.
O Others:

Remarks/Opinions/Justifications:

ooc

- WORI =L T B

Republic of the Philippines

) Cebu Normlemvcrsty
- Ounctie Bivd, Crba Qv 0000,
7 Office of the University President V
.-kphmr\.. 1«13‘5:;:6::1:4%1: BRSNS FRBEAS

“Annr ey ru..la

ANNEX E
Form 5

For Special Order (Officer-in-Charge (OICs)
and Special Disbursing Officer (SDO)):

[ urgent [0 Priority [ Regular

INTERNAL TRANSACTION CHECKLIST
] Submit signed request letter 3 DAYS/ A DAY
BEFORE the desired date/s.

-Submission must always bo within the
of the University Pr

a Others:

Remarks/Opinions/Justifications:

Republic of the Philippines

Cebu Normal Umvusny
Omcia Bivd, Cebu Ty, V
T'*’""::"’ﬂ ‘6“ ol hr"”‘“ BACONC MLISTRAS
ANNEX F
Form 6

For Special Order (Constitution, Designation,
Duties and Function, Authority to Teach, and
for other purposes):
O urgent [J Prioity [0 Regular
INTERNAL TRANSACTION CHECKLIST

Request Letter
Others:

Remarks/Opinions/Justifications:

oon B

=== WIRILE=. g
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Republic of the Philippines

D, Cebu Normal University
- Ownefia Bivd, Cebu Gy, 6000, Philippnns
5 Office of the University President v
Tel No.

ephone No. (463 32) 253 6211/253-9611 S A
Email: pres@ciueduph
Websie: winw.couedu pb

ANNEX G
Form 7

For Faculty Load and Contracts:

[ urgent [ Priority [J Regular
INTERNAL TRANSACTION CHECKLIST
Transmittal Letter
3 copies of Faculty Load
Others:
Note: Please ensure all signatories are complete.

Remarks/Opinions/Justifications:

] oon

= u

Republic of the Philippines

D), Cebu Normal University
Ownctia Bind_ Cebu Qry, 6000 Phidppnn
7 S Office of the University President V

Telephone No.: (63 32) 253 6211/253-9611 Basitie pasaS
Email- presiscrue duph
Website: woww.coueduph

ANNEX H
Form 8

For Certificate of Communication Allowance:

O Urgent [ Priority [ Regular
INTERNAL TRANSACTION CHECKLIST
Signed Certificate of Communication Allowance

Daily Time Record (DTR)
Others:

Remarks/Opinions/Justifications:
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Republic of the Philippines

X, Cebu Normal University
- Osnetia Biwd, Cebu Gy, 6000 Philppmna
Y Office of the University President v
3-9611

Telephone No.; (463 32 253 62113 S TR

Email presércinie duph
Website: www.cou eduph

ANNEX |
Form 9

For Official Business:

O Urgent [ Priority [J Regular
INTERNAL TRANSACTION CHECKLIST

Approved Authority to Travel
Daily Time Record (DTR)

Certificate of Appearance
O Others:
Remarks/Opinions/Justifications:

Bl== = % B




Republic of the Philippines

Erad prosescimacdugh
Website: wowow comodu gy

) Cebu Normal University
Omncta Bvd, Crba Gy 0000 Midgpmn
¥ Office of the University President v

Telephone No.. (46332 253 62i1/253-961 BAcoNS FRSEMS

ANNEX J
Form 10

For Limited Practice:
O urgent [ Prioity [J Regular
INTERNAL TRANSACTION CHECKLIST
2024 E Form/Template for Application for
[0 Consutancy Services, Limited Practice of

Profession and Authority/Permit to Teach
-3 copies of Memorandum Order No. 27 s.
2024

3 copies of Mandatory Special Order for
[0 Consutancy Services, Limited Practice of
Profession and Authority/Permit to Teach
O Medical Certificate
O Others:

Note: Please ensure all signatories are complete

Remar P Justific

af
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Planning, Foresight and Future’s Thinking Unit

Internal Services
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Fees to be

minutes

, . . . Person
Client Steps Agency Action paid Processing Time Responsible
1.5 Reviews the request and the None 2 hours Director for PFFTU
background information.
1.6 Approves or disapproves the Planning, Foresight
request. and Future’s
Thinking Unit
1.7. Process the request. None 2 working days PFFTU Staff
1.8. Retrieves the requested file. . .
Planning, Foresight
1.9. Calls the requesting party once None 2 minutes and Future’s
requested file is ready for pick Thinking Unit
up.
2. Reports to Planning, |2.1. Logs the release of the None 5 minutes
Foresight and document .
Future’s Thinking
Unit to claim the
document.
2 working days, 2
Total: None hours and 25
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2. Submission of Project Implementation Monitoring Reports from Concerned Units

The Planning, Foresight and Future’s Thinking Unit monitors the implementation of projects in the different units of the
university, therefore as part of the monitoring process, those with projects on implementation are required to submit reports.

Office or Division

Planning, Foresight and Future’s Thinking Unit (PFFTU)

Classification

Complex

Type of Transaction

G2G - Government to Government

Who may avail?

All employees of the university

Checklist of Requirements Where to secure
1. Memo requiring the submission, 1 photocopy Planning, Foresight and Future’s Thinking Unit
2. Report on the requirement, 1 copy Unit head
: : Fees to | Processing Person
Client Steps Agency Action be paid Time Responsible
1. Project implementers | 1.1. Log the receipt of the particular None 15 minutes PFFTU Staff
received the memo for Memo with the attached Form. .
submission of project | 1.2. Remind the client on the Plar_mlng,
. . . . Foresight and
reports and transmits such deadline of submission using the ) .
. Future’s Thinking
reports to the Planning, attached template. Unit
Foresight and Future’s | 1.3. Receive and log the submitted
Thinking Unit. report from the client.
1.4. Review and analyze the report. None 10 minutes Director for
1.5. For minor concerns: Provide | None 15 minutes PFFTU
immediately the
feedback/clarification, if Planning,
necessary. Foresight and
Future’s Thinking
Unit
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. . Fees to | Processing Person

Client Steps Agency Action be paid Time Responsible

1.6. For complex concerns: None 2 working
Inform the client on the days
schedule for him to return for
discussion of the report.

2. Return and provide additional | 2.  Consolidate the  Project None 2 working PFFTU Staff
reports and progress on the Implementation Monitoring days .
discussed concern(s) Reports and provide a copy to Plar_mlng,

the President. Foresight and
Future’s Thinking
Unit
4 working
Total: None days and 45
minutes

82




3. Completion of the University’s Accomplishment Report for the Quarterly Physical Plan

Accomplishment reports are required to evaluate and monitor the progress of the university’s physical plan.

Office or Division Planning, Foresight and Future’s Thinking Unit (PFFTU)
Classification Simple
Type of Transaction G2G - Government to Government
Who may avail? All employees of the university
Checklist of Requirements Where to secure
1. Memo requiring the submission, 1 photocopy Planning, Foresight and Future’s Thinking Unit
2. Report on the requirement, 1 copy Unit head
: . Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
1. Unit heads received the | 1.1. Log the receipt of the particular | None 15 minutes PFFTU Staff
memo on Submission of Memo with the attached Form. Planning. Eoresight
required data for the Unit's | 1 2 Receive and log the submitted | None g, Poresig

of Operation; and submits 13 Thinking Unit

such data to the PEETU. . Review and analyze the submitted None 20 minutes

data and clarify as necessary.

1.4. Consolidate the submitted reports | None 1 working day
to finalize the  University’s
Quarterly Physical Report of
Operation.

1.5. Print the system-generated form | None 1 hour
and secure approval from
authorized signatories.

1.6. Submit to authorized agency. None 5 minutes
1working day, 1
Total: None hour and 40
minutes
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4. Conduct of Mid-Year and Year-End Performance Review and Planning

Mid-year and year end performance review are conducted to monitor progress within the university and planning for future
endeavors and enhancements of initiatives to accomplish university directions.

Office or Division Planning, Foresight and Future’s Thinking Unit (PFFTU)
Classification Complex
Type of Transaction G2G - Government to Government
Who may avail? All employees of the university
Checklist of Requirements Where to secure
1. Memo requiring the submission, 1 photocopy Planning, Foresight and Future’s Thinking Unit
2. Report on the requirement, 1 copy Unit head
: , Fees to | Processing Person
Client Steps Agency Action be paid Time Responsible
1. Participants received the |1.1. Log the receipt of the particular None 15 minutes PFFTU Staff
memo on the conduct of Memo with the attached Form.
review and planning. 1.2. Remind participants on the | None 15 minutes | Planning, Foresight
scheduled review and planning and Future’s
activity. Thinking Unit
2. Attend the review and|2.1. Log the attendance. None 10 minutes
planning activity:
2.1. Bring necessary
documents for the
review.
3. Participate in the workshop. | 3.1. Facilitate the workshop. None 4 hours Director for
3.2. Distribute the matrix for PFFTU
presentation.
Planning, Foresight
and Future’s
Thinking Unit

84



, . Fees to | Processing Person
Client Steps Agency Action be paid Time Responsible
4. Incorporate the suggestions | 5. Give instructions on the None 1 hour Director for

and comments of the submission of outputs (5 days PFFTU
facilitators. from completion of the _
workshop). Planning,
6. Submit Final Output to| 6. Consolidate outputs submitted | None 5 working Fore,S|ghtlan.d
Planning, Foresight and by the various units and provide days Future’s Thinking
Future’s Thinking Unit. a copy of the consolidated Unit
output to Quality Assurance
Office.
5 working
Total: None days, 5
hours and
40 minutes
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Quality Assurance Unit
Internal Services
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1. Customer Satisfaction Survey (CSS) Implementation Assistance

Assistance is given to the different unit heads in their implementation of the CSS as a requirement for the improvement of
service delivery in their respective units. Assistance would involve coaching and mentoring for the completion of the service.

Office or Division Quality Assurance Unit (QAU)
Classification Simple
Type of Transaction G2G - Government to Government
Who may avail? Unit heads or his/her representative
Checklist of Requirements Where to secure
1. Letter request, 1 copy Unit head or representative
2. Call or email request
Client Steps Agency Action Fees to Processing Person
P gency be paid Time Responsible
1. Unit head or | 1.1. Receives the request for assistance. None 30 minutes QA Staff
representative seeks | 1.2. Unit staff assess the need.
assistance from the | 1.3. Refers the need to the Director for QA QA Unit
Quality Assurance Unit. for further review and guidance.
1.4. Assesses the required assistance. None 30 minutes Director
1.5. Arranges with the representative or
unit head the mentoring activity. QA Unit
1.6. Implements the mentoring activity. None 3 working days
1.7. Collection of outputs on CSS None 30 minutes QA Staff
implementation.
QA Unit
3 working days,
Total: None 1 hour and 30
minutes
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2. Guidance in addressing non-conformity findings

CNU QMS implementation includes internal and external audits. Findings are given to process owners at the end of each
audit. Guidance is given, when sought, to comply with the audit findings, especially nonconformities.

Office or Division Quality Assurance Unit (QAU)
Classification Simple
Type of Transaction G2G - Government to Government
Who may avail? Unit head or his/her representative
Checklist of Requirements Where to secure
1. Letter request, 1 copy Unit head or representative
2. Call or email request
3. Audit report, 1 copy Auditor
4. Root cause analysis guide, 1 copy QA Unit
5. Acceptance report and verification report, 1 copy Internal auditor
: : Fees to be | Processing Person
Client Steps Agency Action paid Time Responsible
1. Auditee brings to the QA | 1. Discussion with the auditee of the None 1 hour Auditor
unit the audit report. audit findings.
2. Seeks assistance in| 2.1. Guides the auditee in analyzing he None 1 hour QA Unit
generating the root cause audit findings.
analysis. 2.2. Guides the auditee through the root 2 hours
cause analysis process by helping
them clearly define the problem,
gather relevant data, and apply
structured tools such as the 5 Whys
and Fishbone Diagram.
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: : Fees to be | Processing Person
Client Steps Agency Action paid Time Responsible
2.3. Follows up the auditee plan of action None 4 hours Auditor
through a verification process
2.3.1. Minor NCs: 15 days after QA Unit
audit.
2.3.2. Major NCs: within 30 days
after audit.
2.4. Verifies audit report from Internal None 1 hour Lead Auditor
Auditor.
2.5. Close out audit. QA Unit
Total: None 9 hours

89




3. Guidance for Internal Auditor

QA unit offers guidance to internal auditor especially first-time internal auditors in the conduct of internal audit.

Office or Division

Quality Assurance Unit (QAU)

Classification

Complex

Type of Transaction

G2G - Government to Government

Who may avail?

Internal Auditor

Checklist of Requirements

Where to secure

1. Letter request, 1 copy
2. Call or email request

Internal Auditor

3. Audit report form, 1 copy QA Unit
4. Unit core process, 1 copy QA Unit
: : Fees to | Processing Person
Client Steps Agency Action be paid Time e
1. Internal auditor | 1.1. Lead auditor establishes concern of the None 30 minutes Lead Auditor
seeks assistance internal auditor.
from the QA Unit. 1.2. Explains the internal audit process and QA Unit
expected results.
1.3. Issues the explained audit checklist.
1.4. Internal Quality Lead Auditor provide None 7 working
guidance every step of the internal audit days
process and help the internal auditor in
drafting the final audit report, ensuring that
guality concerns, findings, and corrective
actions are accurately reflected.
1.5. Collection of internal audit results. None 30 minutes QA Staff
QA Unit
. 7 working
Total: None days 1 hour
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4. Processing of Request for Revision and New Documents

Processing of Request for Revision and New Documents is implemented for tracking and accounting of quality documents

used in the implementation of the CNU Quality Management System.

Office or Division

Quality Assurance Unit (QAU)

Classification

Simple

Type of Transaction

G2G - Government to Government

Who may avail?

Unit head or his/her representative

Checklist of Requirements

Where to secure

1. Documented information, 1 original copy — Hard copy and
electronic copy

Unit head or representative

2. Documented Information Registration Form 1 original copy QA Unit
3. Standard Documented Information Cover page 1 original copy
: . Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
1. Unit representative | 1 Assess the completeness of the None 10 minutes Document Control
submits new/revised request and its supporting Officer/ QA Director
document with attached documents. QA Unit
standard 1.1. If incomplete, return to the
documentation requesting party for
temp|ate after correction of entry.
accomplishing 1.2. If complete, process the
document request form. request.
2. Reviews document history. None 5 minutes
3. Reproduce document with None 1 working day
document control code for
review.
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. . Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
4. Forward document to the QA| None 5 minutes
Director for approval.
5. Forward document to the Office 2 working days | University President
of the President for approval.
: None 5 minutes Document Control
6. Inform the requesting party of the Officer
approved document for
utilization and filing. QA Unit
Total: None 3 working days

and 25 minutes
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