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The Office of Student Affairs and Services Programs is aligned to the Vision, Mission of 
the Institution, Goals and Objectives in accordance with the  CMO No. 09 series of 2013 
  

General Functions of the Office of Student Affairs and Services (OSAS) 
  
 The OSAS operates within the context of the Mission, Vision, and Core Values 
of the University. It is directly under the authority of the Office of Vice-president for 
Academic Affairs, it provides non-academic services that support academic instruction. 
The OSAS are the services and programs in the university that are concerned with aca-
demic support experiences of students to attain holistic student development. The pur-
pose is to facilitate holistic student growth for active participation in the collective ef-
forts to develop the community and build a progressive nation. These non-academic ser-
vices are student-centered and three-pronged:  student welfare services, student develop-
ment programs and services and institutional student programs and services. 
  
 Student Welfare Services are the basic services and programs needed to ensure 

and promote the well-being of students.  Student Development Services are services and 

programs designed for the exploration, enhancement and development of the student’s 

full potential for personal development, leadership and social responsibility through vari-

ous institutional and/or student-initiated activities. Institutional Student Programs Ser-

vices are services and programs designed to pro-actively respond to the basic health, 

food, shelter and safety concerns including student with special needs and disabilities 

and the school. These are programs and activities to facilitate the delivery of essential 

services to the students. The Office of Student Organizations and Activities is under the  

Student Development    

 
 

 
 
 The Policies and Procedures of the Student Organizations and  
Activities was approved under Resolution No. 552, Series of 2016 during 
the  Fifty-Second (52nd) Regular Meeting of the Batangas State University 
Board of Regents held at CHED Executive Lounge, HEDC Building, C.P. 
Garcia Avenue, U.P.  Diliman, Quezon City on December 28, 2016. 
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POLICIES AND PROCEDURES FOR THE STUDENT                           
ORGANIZATIONS AND ACTIVITIES 

 
In accordance with CHED Memorandum Order No. 09, s. 2013 (Enhanced Poli-
cies and Guidelines on Student Affairs and Services) and  CHED Memorandum 
Order No. 63, Series of 2017 (Policies and Guidelines on Educational Tours and 
Field Trips of College and Graduate Students), the following guidelines for the 
Student Organizations and Activities in Batangas State University are hereby 
adopted for the information, guidance and compliance of all concerned. 
 

ARTICLE I 
POLICY STATEMENT 

 
Section 1. It is the policy of the University to implement university pro-
grams, policies, rules and regulations insofar as activities and welfare of the stu-
dents are concerned.   
 
 

ARTICLE II 
SCOPE AND COVERAGE 

 
Section 3. The guidelines set herein shall be applicable to all students of the 
University who are members of recognized student organizations.  

 
ARTICLE III 

DEFINITION OF TERMS 
 

Section 4. To achieve clar ity and understanding, the terms are defined here-
in: 
 

 Commission on Student Elections (COMSELEC). This refers to the 
committee in the SSCC election chaired by the Director of the Office of Stu-
dent  Affairs and Services with the following as his/her appointed members 
from the Heads/Coordinator/In-charge of the Office of Student Organiza-
tions and Activities: Vice-Chair, Secretary, and Committee Chairs for 
Screening, Finance, Publicity and Canvassing. Two (2) non-partisan stu-
dents may be included in the committee as    observers. 

 Educational Tour- an extended educational activity involving the travel of 
students and supervising faculty outside the school campus which is rela-
tively of long duration usually lasting for more than one day and relatively 
more places of destination than a field trip; 
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 Field Trip- an educational activity involving the travel of students and su-
pervising faculty outside the school campus but is of relatively shorter dura-
tion usually lasting for only one day and with fewer places of destination. 

 Supreme Student Council (SSC).  This refers to the student organiza-
tion composed of duly elected officers   in each campus, with special partici-
patory powers in the University affairs, as provided by law and pertinent 
rules and regulations. 

 Supreme Student Council Confederation (SSCC). This refers to the 
highest student   organization in the University composed of duly elected 
officers from SSC, with special participatory powers in the University af-
fairs, as provided by law and pertinent rules and regulations.  

 University Organizations. These refer  to duly recognized organizations 
whose members come from different colleges in the University including the 
Supreme Student Councils in different campuses.    

 
ARTICLE IV 

RESPONSIBLE OFFICIALS/PERSONNEL AND THEIR DUTIES 
AND RESPONSIBILITIES 

 
Section 1. Assistant Director, Student Organizations and Activities. Under 
the supervision of the Director for Office of Student Affairs and Services, the 
Assistant Director shall be responsible in monitoring and ensuring the delivery 
of basic student welfare and development programs and services to the studentry 
regularly and equitably in all campuses. Specifically, the Assistant Director shall 
have the following duties and responsibilities: 
 
1.1 Oversees the management of student organizations and activities  in the en-
tire University System through the unit offices of student affairs in every campus 
(headed by the SOA Head)  
1.2 Monitors, reviews, evaluates the basic student services which are put into 
operation by student organizations including, but not limited to  

1.2.1 Compliance of requirements/attachments of student organ-
izations to conduct activities 

1.2.2 Approval/disapproval of requests for student ID replace-
ments, certifications for students and advisers related to 
student organizations and  activities 

1.2.3 Approval/disapproval of the application for recognition 
and/or renewal of the various student organizations 

1.2.4 Reports of lost-and-found items 
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1.3 Monitors the implementation of the action plans and evaluates the 
activities of student organizations including linkage with profes-
sional organizations for a seminar-workshop  and community 
outreach programs 

1.4 Participates in the review and evaluation of the policies pertaining 
to student activities 

1.5 Recommends personnel under SOA to the Director of Student Af-
fairs and Services to attend pertinent seminars/workshops. 

1.6 Sets and implements policies and guidelines for the application, 
recognition, and operation of all campus-based organizations  

1.7 Delegates/Assigns the duties and responsibilities of the Heads of 
Student Organizations and Activities 

1.8 Spearheads the evaluation and selection process for the recogni-
tion of the Most Outstanding Student Organization, Student 
Leader, Faculty Adviser and the Ten Outstanding Students for a 
given Academic year. 

1.9 Serves as the Supervisor or Chairman of the Student Electoral 
Board whose task is to oversee the election of officers for the 
Supreme Student Councils Confederation. 

1.10 Performs other related tasks as may be required by higher author-
ity. 

 
Section 2.  Head, SOA Office (Campus/District). Under  the supervision of 
the Director of Student Affairs and Services and Assistant Director of Student 
Organizations and Activities (SOA), the Head of the Campus shall be responsi-
ble for delivery of basic student welfare and development program and services 
in the campus. Specifically, the Head shall have the following duties and respon-
sibilities: 
 

2.1 Monitors, reviews, evaluates and make a regular report on the 
basic student services put into operation in his/her Campus  

2.2 Ensures the management of student affairs works in the entire 
Campus through the unit offices of student affairs in every Col-
lege/Department (headed by the SOA Coordinator) including, 
but not limited to, such tasks as  

2.2.1 Reviewing of the application for renewal and/or recognition 
of the various student organizations.   

2.2.2 Endorsing the list of recognized student organizations. 
2.2.3 Checking the requirements/attachments of student organi-

zations to conduct activities. 
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2.2.4 Approving /disapproving of requests for posting of an-
nouncements.  

2.2.5 Directing the assigned organizations or offices to keep 
their bulletin boards properly utilized, updated and 
maintained. 

2.2.6 Processing of requests for student ID replacements. 
2.2.7 Safekeeping/posting/returning of the lost-and-found item.  
2.2.8 Conducting orientation programs for freshman  students at 

the beginning of the semester 
 

2.3 Establishes and maintains a student information data system in 
every Campus. 

2.4 Supervises and monitors the operation of student organizations in 
his/her campus especially ascertaining that handling of financ-
es, fund-raising activities, involvement  in community projects 
are done professionally, and that their constitution and by-laws 
are dutifully followed. 

2.5 Endorses the result of evaluation for the recognition of the Most 
Outstanding Student Organization, Student Leader, Faculty 
Adviser and the Ten Outstanding Students for a given academ-
ic year.    

2.6 Ensures that the duties and responsibilities of the advisers of stu-
dent organizations are executed/done. 

2.7 Serves as the Supervisor or Chairman of the Student Electoral 
Board/ Campus Electoral Committee whose task is to oversee 
the election of officers for the Supreme Student Council. 

2.8 Performs other related tasks as may be required by higher author-
ity. 

Section 3. SOA Coordinator. Under  the supervision of the Head of the 
Campus, the Coordinator/ In-Charge of the College/Department shall be re-
sponsible for delivery of basic student welfare and development programs and 
services in the college/department. Specifically, the Coordinator shall have the 
following duties and responsibilities: 
 

3.1 Monitors, reviews, evaluates and prepares reports on the basic 
student services put into operation in his/her College/
Department. 

3.2 Checks the activities of the student organizations in his/her re-
spective College/Department including, but not limited to, such 
tasks as; 
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3.2.1 Assuring that the assigned student organizations keep 
their bulletin boards properly utilized, updated and 
maintained. 

3.2.2 Reviewing of the application for renewal and/or recog-
nition of the various student organizations from his/her 
College and the application for recognition of the Most 
Outstanding Student Organization, Student Leader, 
Faculty Adviser and the Ten Outstanding Students for 
a given Academic year. 

3.3 Ensures that the duties and responsibilities of the advisers of stu-
dent organizations are executed/done. 

3.4 Serves as the Supervisor or Chairman of the College Electoral 
Committee whose task is to oversee the election of officers for 
the Student Council of the College. 

3.5 Performs other related tasks as may be required by higher authori-
ty. 

 
ARTICLE V 

POLICIES AND PROCEDURES 
 

Section 1. Student Organizations 
 

1.1 Application for Recognition 
 

1.1.1 University student organizations shall, for purposes of 
recognition and/or and as a pre-condition for their oper-
ation, submit a written application a month before the 
beginning of the academic year. Recognition of student 
organizations granted for the first semester shall be val-
id for the whole academic year. 

1.1.2 Application shall be submitted on the date set by the Of-
fice of Student Organizations and Activities (SOA). 
Failure to meet the deadline automatically deprives the 
organization the privileges to operate and use the Uni-
versity facilities and will have to wait for the application 
period for the next Academic year. Non-recognized Stu-
dent Organizations that shall operate and conduct activi-
ties under the name of the University, when found-out, 
shall be notified and be ordered to immediately stop 
operating. Failure to comply will result to losing the 
right to be recognized for the next two academic years. 

 



 

 

1.1.3 All the documents for application for recognition and/or 
renewal of every organization shall be submitted to the 
Office of Student Organizations and Activities (per 
campus) and the Head/coordinator/ in-charge shall for-
ward them to the SOA central office. The required doc-
uments are the following: 

A. Application for organization recognition/renewal 
addressed to the Assistant  Director, Office of 
Student Organizations and Activities (SOA); 

B. Commitment Letter of the Adviser;      
C. Certification of Academic Qualifications;  
D. Profile of Student Organization;  
E. List of Members;  
F. History of the Student Organization; 
G. Declaration of the Organization’s Revolving 

Fund; 
H.  Ratified Constitution and By-Laws of the organ-

ization (may be waived if not seeking recogni-
tion for the first time or if there are no amend-
ments or revisions); 

I. Student Organization Adviser and Officers Pro-
file; 

J. Specimen signatures of officers and adviser; 
K. Plan/Program of projects/activities for imple-

mentation in the coming academic year; and 
L. List of Officers’ Specimen signatures. 

1.1.4 Should any organization become inactive for one academ-
ic year, written                         justification shall 
be required and failure to present valid reason shall 
mean the loss of its privilege to be recognized in the 
next academic year. 

1.1.5 Organization that seeks recognition for the first time shall 
meet the following requirements:  

A. Name, course, year and signature of at least thir-
ty (30) founding members; 

B. Organization Name, Acronym and Organization 
logo; 

C. A statement of the Organization’s goals and ob-
jectives; and 

D. All the eleven (11) items mentioned in 1.1.3 
above.  
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1.1.6 All newly organized student organizations shall be placed 
on probation for     one    academic year after which 
they must show proof of growth in terms of activities, 
expansion in membership and organizational stability; 
otherwise, their application for recognition shall not be 
acted upon.  

1.1.7 The Organizational Fund shall be deposited in a reputable 
bank or if not possible due to bank requirements, fund 
shall be entrusted to the Dean of Colleges/ College 
Dean/Asst. Dir. SOA at the end of the academic year. 
The Organization’s Adviser, President and Treasurer 
shall be the signatories to all withdrawals of the organi-
zation.  

1.1.8 Officers of the organization shall be bonafide students who 
qualified in the grade requirement set by the organiza-
tion and /or without pending disciplinary case.  . A stu-
dent can be President, Vice-President, Secretary or 
Treasurer of only two (2) recognized campus organiza-
tions. If he/she is elected to assume the office more than 
what is allowed by the Student Organizations and Ac-
tivities, he/she shall be forced to give up the position in 
excess of the two organizations to which he/she be-
longs.  

1.1.9 Changes in the list of officers, members, faculty advisers 
or provisions (as amendments) in the Constitution and 
By-Laws shall be reported immediately to the Head of 
the Office of Student Organizations and Activities in the 
campus where the Organization is based through a reso-
lution.  

1.1.10 Student organizations must submit the following reports: 
1.1.10.1 A report of projects or activities undertaken 

during the semester. Such report should reflect 
the activities planned and submitted by the or-
ganization for the academic year. Failure to car-
ry out any of the planned activities should be 
supported by written  explanation;  

1.1.10.2 Financial statement shall  be submitted by the 
organization’s treasurer  duly audited and 
signed by the organization’s president every 
end of the semester; 

  



 

 

1.1.10.3 Bank Book and/or Cash balance shall be sub-
mitted to the Dean of Colleges/ College Dean/ 
Asst. Dir. SOA at the end of the academic year. 

1.1.11 Failure to satisfy 1.1.3 above may be ground for disap-
proval of request for renewal for the next academic 
year. 

1.11.12 Any student organization which fails to comply with 
the University policies and violates its own statement of 
purpose shall have its certificate of recognition revoked 
after an investigation by a Committee to be created by 
the Director of Student Affairs and Services and the 
Asst. Director of Student Organizations and Activities.  

1.11.13 Organizations of students that exist or operate outside 
of the University shall abide the university rules and 
regulations.  

1.11.14 Expenses to be incurred by members/officers of an Or-
ganization/Council attending as representatives shall be 
partly shouldered by the same Organization/Council 
subject to the discretion of the Organization. 

1.11.15 Accomplishment reports must be submitted to the SOA 
Coordinator/ In–charge, then to the Head for clearance 
purposes. 

1.11.16 Any student organization who will be found out to 
commit fraud or misrepresentation shall be reported to 
the Office of Student Discipline for appropriate action.  

1.2 Faculty Advisers 
 

1.2.1 Every student organization shall have faculty adviser to be 
chosen by the student organization in coordination with the 
College, to be recommended for approval by the Asst. Di-
rector, Student Organizations and Activities to  the Direc-
tor of Student   Affairs and Services. 

1.2.2 The faculty adviser shall serve the organization for a period 
of one (1) year; and may be re-appointed for a maximum of 
two (2) years. In case an adviser gives up the position even 
before the termination of the period of operation of the or-
ganization, a new faculty adviser shall be recommended by 
the organization to the Director of the Office of Student 
Affairs and Services to serve the unexpired term.  
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1.2.3 The selection of the faculty adviser shall be based on the 
following qualifications: 
1.2.3.1 The adviser must be a full time faculty member of 

the University. In case the organization prefers an 
adviser who is not a full–time faculty member, the 
Office of Student Affairs and Services may allow 
it only in the case that there are no available full-
time faculty. 

1.2.3.2 The adviser must be connected with the particular 
academic area. 

1.2.3.3 If the organization is not academic in nature, the 
faculty adviser shall be able to assist in the attain-
ment of its goals and objectives.  

1.2.3.4 The faculty adviser can serve only one (1) organi-
zation.  

1.2.3.5 The acceptance of the position of faculty adviser 
must be done in writing by signing the form letter 
of acceptance available at the Office of Student 
Organizations and Activities. The said letter shall 
be vested with the SOA. 

1.2.4    The faculty adviser has the following principal duties and  
              responsibilities: 

1.2.4.1 Advise the students in the planning of activities for 
the organization making sure that the activities 
serve to actualize the objectives  of the organiza-
tion; 

1.2.4.2 Supervise the conduct of the student organization’s 
meetings;     

1.2.4.2.1 If the adviser is unable to attend, he/
she shall  be fully informed of what 
transpired during the meeting – a 
verbal account of the meeting shall  
be used to supplement the minutes 
of the meeting but never to alter the 
official minutes; 

1.2.4.3 Attend the organization’s activity, especially when it 
is held off-campus or when the organization is repre-
senting the University; if the faculty adviser would be 

unable to attend, he/she shall  request another fac-
ulty member to take his/her place – making sure the 
safety of all members of the organization and all 

others who may be involved in the activity; 
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1.2.4.4 Provide time for regular consultation to officers 
and members of the  organization; 

1.2.4.5 Ensure that the attachments for the request of ac-
tivities are complete; if needed full compliance 
on CHED Memorandum Order No. 63, Series of 

2017 Policies and Guidelines on Educational 
Tours and Field Trips of College and Graduate 
Students; 

1.2.4.6 Periodically evaluate the performance of the or-
ganization and in turn submit a report to the Co-
ordinator of the Student Organizations and Ac-
tivities ; and 

1.2.4.7 Act as liaison between the organization and the 
administration. 

 
1.3 Student Activities.  

1.3.1 The President of the Organization shall submit the plan of 
activities and file an application to hold all activities or af-
fairs duly signed by the president and the faculty adviser. A 
written request to conduct an activity shall be addressed to 
the University President or to her/his authorized representa-
tive (if the activity is to be held outside the campus or activ-
ity scheduled beyond 10:00 p.m.)  . For activities to be held 
inside the University/Campus a letter of request shall be 
written to the Vice President for Academic Affairs /
Executive Director. For programs/activities that include reli-
gious practice like mass/ religious service, the letter shall be 
noted by the Asst. Director of Multi- faith Services. 

1.3.2 The organization shall not schedule activities one (1) week 
before major examinations. 

1.3.3 Activities or programs shall be conducted in such a day and 
time that will not disrupt classes or deprive students for at-
tendance to regular classes. 

1.3.4 Student Organizations shall conduct at least two (2) major 
activities per semester. Failure to conduct two (2) major 
activities per semester shall be considered inactive organiza-
tion. 

1.3.5 Activities shall not be conducted if there is a pending liqui-
dation on the previous activity. 
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1.3.6 The activity shall be evaluated by the participants, organiz-
ers, and adviser. Results shall be included on the accom-
plishment report. 

1.3.7 Attachments for letter of request for student activities/ pro-
grams: 
1.3.7.1 Program; 
1.3.7.2 Budget Proposal (prepared by the organization presi-

dent, noted by the organization adviser; 
1.3.7.3 Resolution of the Organization (e.g. about fees) if 

necessary; 
1.3.7.4 Copy of the Approved Plan of Activities; 
1.3.7.5 Notarized Waiver (if the activity is outside the cam-

pus/, scheduled on weekends or beyond 10:00 
p.m.); and 

1.3.7.6 For Educational Tours and Field Trips, full compli-
ance on CHED Memorandum Order No. 63, Series of 
2017  

 
1.4 Fund Raising Activities 

1.4.1 Any organization shall seek permission to conduct a fund 
raising activity. The letter shall contain the following: 

1.4.1.1 The nature and purpose of the activity; 
1.4.1.2 The date (s), time, venue of the activity; 
1.4.1.3 When deemed necessary, an approval from the 

Department of Social Welfare and Development 
(DSWD) indicating the beneficiary (ies) of the 
fund to be raised; 

1.4.1.4 The manner in which the fund raised shall be used; 
and 

1.4.1.5 The target amount of fund to be raised and the in-
dicated means of control. 

1.4.1.6 The names of the students directly in charge of the 
fund raising activities.  

 
  The letter must be submitted to the Office of the Uni-
versity President or any of her/his authorized representatives at least 
two (2) weeks before the date of the said activity. 
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1.5 Proposed Policies and Guidelines on Student Activities to be held 
Outside the University 

 
General Guidelines 

1.5.1.1 Only bonafide students of the University who enrolled in 
the current term shall be eligible to attend these activities. 

1.5.1.2 Officers of the Student Organization shall conduct a survey/ 
canvass on the preferred venue with price quotation. 

1.5.1.3 The   president of the Organization shall write a request 
letter to the University President or his/ her authorized rep-
resentative   which must be supported by Approved Resolu-
tion of the Organization and project proposal based from the 
survey result.  

1.5.1.4 Full Compliance of the Requirements on CHED Memoran-

dum Order No. 63, Series of 2017 to be verified by the SOA 
Head/ Coordinator. 

 
ARTICLE VI 

MANDATORY EVALUATION AND REVIEW  

 
Section 1. By the end of each academic year , the University shall conduct a 
mandatory review of the policy as to the status of its implementation and com-
pliance to existing laws and regulations for possible revisions or amendments. 
 

ARTICLE VII 
EFFECTIVITY 

 
Section 1. These guidelines shall take effect immediately upon the approval 
of the University Board of Regents and shall be effective unless otherwise re-
pealed or amended. 
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Attachment B 

 This certifies __________________________________, a ____________ 

_________________________ of the _____________________________ is a  

bonafied student of this University taking up at least 18 units this semester is not under 

academic probations nor under disciplinary probation. 

 

This further certifies his/her general weighted average during the last semester/term 

attended is 2.5 (80%-82%) 

 

 

 

________________________    _______________________ 

 Faculty Adviser            College/School Dean 
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ORGANIZATIONAL CHART 

University President 

Vice President for Academic Affairs 

Director, Office of Student Affairs and Services 

Assistant Director,  Office of Student Organiza-
tions and Activities 

Office of Student Organization and Activities 
Heads, Campus 

Office of Student Organizations and Activities  
Coordinators, College 

Students 
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START 

Receive letter of request 

No 

Yes 

 
Compliant with 

the requirements? 
Return for 

Compliance 

 A 

RESPONSIBILITY DETAILS 

    

Office of the 
Student Organiza-
tions and Activi-
ties (SOA) Head, 
Assistant Director, 
SOA Personnel 

The President of the recognized 
organization makes the letter to 
hold the activity or affair duly 
signed by him and the faculty 
adviser. For program/activities 
that include religious practice like 
mass/ religious service, the letter 
shall also be noted by the Asst. 
Director of Multi-faith Services. 
The letter of request to conduct 
the activity shall have the re-
quired attachments 

SOA Head 
Assistant Director 
SOA Personnel 

The SOA Head evaluates the 
letter of request based on the 
following: 
A written request to conduct the 
activity shall be addressed to the 
University President (if the activi-
ty is to be held outside the cam-
pus or the activity is scheduled 
beyond 10pm. For activities to be 
held inside the University/
Campus, a letter of request shall 
be written to the VPAA/Executive 
Director; to the University Presi-
dent for Main I and II 
Attachments: 

Program 
Budget Proposal 
Resolution/Minutes of the 

Meeting with Attendance 
Sheet  

Copy of the approved plan of 
activities 

Notarized Parent’s/Guardian’s 
Consent Form (Waiver) (if 
activity is outside the cam-
pus/ scheduled on weekends 
or beyond 10pm) 

Design/Lay-out of posting for 
announcement. 

For Educational Tours and Field 
Trips, full compliance of CHED 
requirements 

Approval of Student Activities 

Approval of Student Activities  
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Attachment  A 

19 



 

 

Application  for Organization Recognition/Renewal 

 The (  name of organization  ) wishes to seek ( recognition/renewal ) to function as a  

curricular/ co-curricular/extra-curricular student organization in the ( College/School ), (Campus) 

for the academic year ________. 
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 A 

Recommend for 
Approval 

END 

Approval of Student Activities 

Approval of Student Activities  

RESPONSIBILITY DETAILS 

    

SOA Head 
Assistant Director 

The SOA Head endorses the Letter of 
Request to conduct the activity to the 
SOA Asst. Director for recommendation 
for approval of the higher authorities. 
  
Log the request for documentation. 
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START 

END 

Receive application 

No 

Yes 

 
Compliant with 

the requirements? Return for 
Compliance 

Issuance of Certificate 

Certification for Recognition of Student Organizations 

Certification for Recognition of Student Organizations  

RESPONSIBILITY DETAILS 

    

SOA Head 
Assistant Director 
SOA Personnel 

The student organization submits a 
written Application for Organiza-
tion Recognition/Renewal  and 
other requirements to the Office of 
the Student Organizations and 
Activities (SOA) Head a month 
before the beginning of the aca-
demic year. 

SOA Head 
Assistant Director 
SOA Personnel 

The SOA Head checks the attach-
ments and evaluates the require-
ments: 
Application for Organization 
Recognition/Renewal 
Commitment Letter of the Advis-

er 
Certification of Academic Quali-

fication 
Profile of Student Organization 
List of Members 
History of Student  Organization 
Declaration of  Revolving Fund 
Ratified Constitution and By-

Laws 
Student Organization Adviser 

and 
Officers’ Profile 
Plan of Activities 
Specimen signatures of officers 

SOA Head 
Assistant Director 

The SOA Head forwards the docu-
ments to the SOA Asst. Director. 
The Assistant Director approves 
and issues Certificate of Recogni-
tion to the student organization. 
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START 

Receive request for new ID  

No 

Yes 

 
Compliant with 

the requirements? 

Return for  
Compliance 

Sign  for Approval 

END 

RESPONSIBILITY DETAILS 

    

 
Office of the Student 

Organizations and 
Activities (SOA) 

Head/ 
Assistant Director, 

 SOA Personnel  
 
 
 
 
 

 
The Student fills out the Re-
quest for new ID form and 
checks the reason for requesting 
new ID 

 

 
SOA Head/ 

Assistant Director 
SOA Personnel  

 
 

The SOA Head/Asst. Director 
evaluates the filled out request 
for new ID form based on the 
following: 
For new student or transferee, 
registration form shall be pro-
vided. For shifter, majoring, 
torn/damaged, registration form 
shall be provided and the old ID 
shall be surrendered. For lost 
ID, (first instance of reported 
loss) a written request letter 
noted by the Discipline and 
SOA Coordinator and registra-
tion form shall be provided; 
(any succeeding loss) an  affida-
vit of loss and registration form 

shall be provided. 

 
 

SOA Head/ 
Assistant Director  

 
 
The SOA Head/Asst. Director  
signs for approval the request 
for new ID 
 
 
 
 
Log the request for  
documentation.  

Approval of Request for New I.D. 
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Approval of Request for New I.D. 


