 CITIZEN'S CHARTER

W2’

MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through innovations
in education, multidisciplinary research,
and community and industry partnerships
in order to nurture the spirit of nationhood,
propel the national economy, and engage
the world for sustainable development
Enrolment of New Students and Transferees in the Undergraduate
Programs (Face to Face Transaction)
Qualified applicants who have pre-registered online will be officially enrolled by
completing the following processes. Further, student transferees whose
applications for transfer has been approved shall undergo the same processes
stated below.

VISION
A premier national university that
develops leaders in the global
knowledge economy

Office or Division: Registrar's Office

Classification: Simple

MR REELEERIGLE G2C- Government to Citizen

Who May Avail: Qualified applicants as new student or transferee

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
New Students:
Original Report Card/Form 138 Previous school

Certificate of Good Moral Character | Previous school

Original Copy of PSA Birth
Certificate/Marriage Certificate for Student
Married Female Enrollees

Testing Admission Office/Online

Notice of Passing Account in Admission

Transferees:

a. Transferees from Other HEIs

Notice of Passing Testing Admission Office

Approved Application Form




Transfer Credentials (Certificate of
Transfer Credential/Honorable
Dismissal, Original Transcript of
Records)

PSA Birth/Marriage Certificate Student

Certificate of Good Moral Character | Previous school

b. Transferees from Another
BatStateU Campus

Approved Application Form

Previous School

College which approved the student's
application

Registrar's Office of the previous
CeFGinl Gralas BatStateU Campus

Accomplished Student's Clearance Student

Parent's Consent Student

Conditional Requirement (In case
of the Absence of Form 138/Report
Card):

Certification as a Graduating Student | Previous school

Certification that the student has not
been admitted to other school

Previous school

FEES
AGENCY TO PROCESSI PERSON
i ACTION BE NGTIME RESPONSIBLE
PAID
Verify and
: check the
:eciﬁgmtemz and E:Lhenticity None 5 minutes | Registrar's Staff
secure a copy of the GanisIeton of g
Registration Form i P
documents
Print the
Registration
Form
2. Fill out the g;’;gﬁm“ng
Registration Form , . ,
with some personal ;p trileir " None | 5 minutes |Registrar's Staff
information 2gisligbon
Form




3. Receive the
student's copy of
Registration Form

Check the
accuracy of
information
printed in the
Registration
form

Issue the
student's
copy of
Registration
Form

None

2 minutes

Registrar's Staff

4. Sign in the Client
Logbook

Guide the
client in
signing in the
Logbook

None

3 minutes

Registrar's Staff

TOTAL:

None

15 minutes

LEADING INNOVATIONS, TRANSFORMING LIVES

For comments, suggestions and complaints, you may send it to artahelpdesk@gq.batstate-u.edu.ph
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MISSION
A university committed to producing
leaders by providing a 21st century
leaming environment through
VISION innovations in education,
multidisciplinary research, and
community and industry partnerships in
order to nurture the spirit of nationhood,
propel the national economy, and
engage the world for sustainable
development

Adding, Changing And Dropping Of Courses (Face to Face Transaction)

After enrolment, students may intend to add, change or drop courses which
is allowed only during the period specified in the Academic Policies and
Procedures. Prior to the approval and processing of the Registrar's Office, the
student who intend to change, add, or drop course/s shall secure the blank
form, fill this out and have the college do the preliminary evaluation and
approval.

Office or Division: Registrar's Office

A premier national university that
develops leaders in the global
knowledge economy

Classification: Simple

IS RO RFELEE BN G2C-Government to Citizen

Who May Avail: All students with enrolment records in the current
semester

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Accomplished Adding, Changing, and | Blank Form is available at the
Dropping of Courses Form Student Portal/Registrar's Office
Student ID Student

Conditional Requirement:
Authorization Letter, Identification Card
of the representative and copy of
|dentification Card of the student
requesting for adding, changing or
dropping of courses

Client




FEE
S

CLIENT STEPS AGENCY TO PROCESS PERSON

ACTION BE INGTIME RESPONSIBLE
PAI
D

Accept
approved
form Verify
and check
student's
enrolment
records and
check the Non
authenticity e
and
completion of
approved
adding,
changing and
dropping
form

In case of
adding and
changing of
courses,
evaluate Moo
student's 3 miniutes | Registrar's Staff
qualification
for enrolling
course/s
stated in the
form
Process the
request for
adding, Non
changing or e
dropping of
courses

1. Present the form for
Adding, Changing and
Dropping of Courses
approved by the
College's
Department/program
Chair and the Dean

1 minute | Registrar's Staff

5 minutes | Registrar's Staff




2. Proceed to the
Assessment Office and
receive Re-Assessed
Copy of Registration
Form from the
Registrar's Office

Instruct
student to
proceed to
the
Assessment
Office for the
re-
assessment
of fees

Print and
issue
Student's Re-
assessed
copy of
Registration
Form

None

1 minute

Registrar's Staff

TOTAL:

None

10
minutes

LEADING INNOVATIONS, TRANSFORMING LIVES

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph




CITIZEN'S CHARTER

MISSION
A university committed to producing
VISION leaders by providing a 21st century
learning environment through innovations
in education, multidisciplinary research,
and community and industry partnerships
in order to nurture the spirit of nationhood,
propel the national economy, and engage
the world for sustainable development

Approval Of Cross Enrollment (Face to Face Transaction)

A premier national university that
develops leaders in the global
knowledge economy

Students who intend to enroll course/s which is/are not offered in the
university may undergo this process. The description and units of the course/s
to be cross-enrolled match/es with what is in the student's prescribed
curriculum. Prior to the approval of the Registrar's Office, the student who
intend to cross enroll shall secure the blank form, fill this out and have the
college do the preliminary evaluation and approval.

04 (=R AR EN Registrar's Office

Classification:

Type of
Transaction:

Who May Avail: J:(I:Ihic(:)t;ve students who intend to enrol course/s at other

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Student ID Student

Simple

G2C-Government to Citizen

Permit to Cross Enroll Form
approved by the College Dean

Blank form is available at the Student
Portal/Registrar's Office

AGENcY FEES

CLIENT STEPS TO BE PROCESSI PERSON

ACTION PAID NG TIME RESPONSIBLE




1.Submit the Permit
to Cross Enroll
Form to the
Registrar's Office
for Approval

Accept the
approved form
Evaluate the
students'
eligibility to
cross enroll
based on the
accomplished
form and
students’
records

Attach the
students'
records to the
form and
forward them
to the Head for
Registration
for final
approval

None

10 minutes

Registrar's Staff
Handling
Student's
Records

Counterchecks
the evaluation
made by the
Registrar's
Staff  Sign
the form for
approval

None

10 minutes

Head for
Registration

2. Accept approved
form

Reproduce the
approved form
in three copies
Issue the
student's and
college's copy
of approved
form

Instruct the
student to
submit one
copy to the
college and
keep the other
copy for
himself/herself

None

5 minutes

Registrar's Staff

TOTAL:

None

25 minutes




LEADING INNOVATIONS,
TRANSFORMING LIVES

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph




CITIZEN'S CHARTER

MISSION
A university committed to producing leaders
by providing a 21st century learmning
environment through innovations in
education, multidisciplinary research, and
community and industry partnerships in
order to nurture the spirit of nationhood,
propel the national economy, and engage
the world for sustainable development

VISION
A premier national university that
develops leaders in the global
knowledge economy

Approval Of Evaluation Form For Returnees* (Face to Face
Transaction)

Returnees are students who did not enrol for some semesters and that upon
return, a new curriculum is being implemented in the program where they
were admitted. Prior to the approval of the Registrar's Office, the returning
student shall secure the blank form, fill this out and have the college do the
preliminary evaluation.

Office or

Division: Registrar's Office

Classificatio
n: Simple

Type of

TiansscHon: G2C-Government to Citizen

Who May

P All students who intend to return and continue their program

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE
Student's School ID or any valid
ID Student

Accomplished Evaluation Form | Blank Form is available at the Student's
approved by the College Portal/Registrar's Office

PERSON
RESPONS
IBLE

CLIENT AGENCY FEES TO PROCESSING

STEPS ACTION BE PAID TIME




Check and verify

the correctness Registrar's
1. Presept the of entries in the Staff
accomplished :
form to the form None 20 minutes  tanding
ReHIsHARE Verify the the
Off?c & accuracy of Student's
evaluation done Records
by the college
Verify and Head of
approve None 20 minutes | Registratio
evaluation form n
The Registrar's
staff reproduce
2 Receive the 11 BEI0UEC
approved the photocopy to
evaluation y : Registrar's
: the student None 5 minutes
form and sign Guide th Staff
in the uide t e el
Logbook student in filling
out of some
information in
the Logbook
TOTAL: None 45 minutes
*Recommend
ation:

The Registrar's Office recommends removal of evaluation for transfer and
shifting process from the office's Citizen's Charter. This is
due to the revision done in the Guidelines and Procedures for the application
and evaluation of transferees and shifters which took

done in the colleges AY 2021-2022. According to the new guidelines, the role of

the Registrar's Office is just to facilitate the distribution
of the form for the applicants who do not have access to Application Forms.
The whole process of evaluation is being done in the

colleges. After the college's approval of application for transfer

or shift, Registrar's Office shall accommodate the student for

enrolment

which is reflected in the
processes for enrolment.

LEADING INNOVATIONS, TRANSFORMING LIVES

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph
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- CITIZEN'S CHARTER

MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through
VISION innovations in education,
A premier national university that develops multidisciplinary research, and
leaders in the global knowledge economy community and industry partnerships in
order to nurture the spirit of nationhood,
propel the national economy, and
engage the world for sustainable
development

Issuance Of Duplicate Copy Of Registration Form (Face to Face
Transaction)

Duplicate copy registration form may be requested in case of loss or other
student's personal needs

Office or Division: Registrar's Office

Classification: Simple

Type of
Transaction:

Who May Avail:

G2C-Government to Citizen

All clients who has/had enrolment records in the

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Identification Card Client
Official Receipt Cashier's Office

Conditional Requirement:
Authorization Letter, Identification Card
of the authorized representative and Client
copy of Identification Card of the Owner
of requested Registration Form

PERSON
RESPON
SIBLE

CLIENT STEPS AGENCY FEES TO PROCESSIN

ACTION BE PAID G TIME




1. Present a valid Validate the
identification presented , Registrar’
card/authorization ID/authorization Nong 1 minute s Staff
letter to the staff letter
Issue Request
Slip Form and : :
2. Secure Request : . Registrar
Slip Form e).(plam to the None 1 minute s Staff
client how to fill
up the form
: .| Guide the client - '
9« Fil-up Renuest Shp in filling up the None 3 minutes Regisiray
Form s Staff
form
Instruct the
client to
4. Proceed to the proce_ed| to the
Cashier's Office for %??EELZ;;ﬁ:;
the payment and then , )
to the Registrar's ggreques:ed AR 1 minute Reé%;tfrar
Offce to claim the | 4o0Ument | per copy g
copy of requested gl :
. . lip and Official
Registration form Receipt  Print
the Registration
Form
TOTAL: 5 minutes

For comments, suggestions and complaints, you may send it to arfahelpdesk@g.batstate-u.edu.ph
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MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through
VIEION innovations in education,
multidisciplinary research, and
community and industry partnerships
in order to nurture the spirit of
nationhood, propel the national
economy, and engage the world for
sustainable development

A premier national university that
develops leaders in the global
knowledge economy

Issuance Of Print Of Grades (Face to Face Transaction)

Print of grades is issued to the student during enrolment or when the student
needs it for scholarship application, On-the-Job Training, evaluation of
records, etc.

Office or Division: Registrar's Office

Classification: Simple

IR ML BT G2C-Government to Citizen

e All clients who has/had enrolment records in the
Who ey Avall: university and with no liability

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
|dentification Card/Registration Form Client

Conditional Requirement:
Authorization Letter, Identification Card
of the authorized representative and Client
copy of Identification Card of the
Owner of requested Print of Grades

FEES
PERSON
AGENCY TO PROCESS
CLIENT STEPS ACTION BE  ING TIME RESP%NSIBL
PAID
1. Present a valid Validate the
identification presented ] Registrar's
card/authorization letter | ID/authorizati None | 1 minute Staff

to the staff on letter




Check if the
client has
liability
posted in
his/her
account

None

1 minute

Registrar's
Staff

2. State the semester/s
of the print of grades to
be requested

Search for
the student's
grades in the
database

None

1 minute

Registrar's
Staff

3. Receive print of
grades and sign in the
Logbook

Issue the
print of
grades to the
student/autho
rized
representativ
e

Guide the
student in
filling out of
some
information in
the Logbook

None

2 minutes

Registrar's
Staff

TOTAL:

None

5 minutes

LEADING INNOVATIONS, TRANSFORMING LIVES

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph




% CITIZEN'S CHARTER

MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through
VISION innovations in education,
A premier national university that develops multidisciplinary research, and
leaders in the global knowledge economy community and industry partnerships in
order to nurture the spirit of nationhood,
propel the national economy, and
engage the world for sustainable
development

Issuance Of Authenticated Documents (Face to Face Transaction)

Authentication is being done to the reproduced copy of documents issued by
the Registrar's Office such as Diploma, Transcript of Records, Registration
Form, etc.

Office or Division: Registrar's Office

Classification: Simple

I RO R ELEETSILI B G2C-Government to Citizen

All clients who has/had academic records in the

Dpgay-Rvalk university and with no liability

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Original copy of the document/s to be
authenticated Client
Official Receipt Cashier's Office

Conditional Requirements:
Authorization Letter, Identification Card
of the authorized representative and
copy of Identification Card of the Owner
of requested documents upon release | Client
of documents

New copy of original documents (if the
original copy of the document is
damaged/torn or has erasures)




CLIENT STEPS

1. Present the original
copy of documents to
the Registrar's staff

AGENCY
ACTION

Validate the
authenticity of
the original
copies
presented

No
ne

PROCES
SING
=

10
minutes

PERSON
RESPONSIBLE

Registrar's Staff

2. Secure Request
Slip Form

Check if the
client has
liability posted
in his/her
account

Issue Request
Slip Form and
explain to the
client how to fill
up the form

No
ne

1 minute

Registrar's Staff

3. Fill-out Request
Slip Form

Guide the client
in filling up the
form

No
ne

2 minutes

Registrar's Staff

4. File the request to
the Registrar's Office
after securing
clearance and paying
document fee

Record the
request details
in the logbook,
including the
Official Receipt
Number
Process the
authentication
of documents

No
ne

10
minutes

Assessment
Office's Staff

Head for
Registration/aut
horized
personnel sign
in the
documents

No
ne

5 minutes

Head of
Registration/Authori
zed Personnel




Place university
dry seal in each
page of
authenticated N
o)
documents and

7. Receive the

requested documents 2 minutes | Registrar's Staff

s sign inthe guide the client | "
in
accomplishing
the Logbook
TOTAL: 30

minutes

LEADING INNOVATIONS, TRANSFORMING LIVES

For comments, suggestions and complaints, you may send it to artahelpdesk@gq.batstate-u.edu.ph




Y. CITIZEN'S CHARTER

MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through
VISION innovations in education,
A premier national university that develops multidisciplinary research, and
leaders in the global knowledge economy community and industry partnerships in
order to nurture the spirit of nationhood,
propel the national economy, and
engage the world for sustainable
development

Issuance Of Certified, Authenticated And Verified (CAV) Documents (Face
to Face Transaction)

CAV documents are being issued to clients who will apply for apostille and to
some college graduates who will take PRC Board Examinations. Graduates of
the graduate programs may also request for the document needed for
processing of their promotion

Office or Division: Registrar's Office

Classification: Simple

LB CRIREELEER (L El G2C-Government to Citizen

= All clients who has/had academic records in the
WioiNay Aval university and with no liability

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Original copy of the document/s to be

authenticated Client

Official Receipt Cashier's Office
Documentary Stamp/s Bureau of Internal Revenue
Long Brown Envelope (for apostille) Client

Conditional Requirements:

Authorization Letter, Identification Card
of the authorized representative and
copy of Identification Card of the Owner | Client
of requested documents upon release of
documents




PSA Birth Certificate for clients whose
submitted copy to the Registrar's Office
is not issued by PSA/ NSO

Philippine Statistical Authority

New copy of original documents (if the
original copy of the document is
damaged/torn or has erasures)

Client

FEES PERSON
CLIENT STEPS ey TOBE: ot HESLONS
PAID IBLE
Validate the
1. Present the original | authenticity of - ;
copy of documents to | the original None 10 minutes g;eglstrars
. , . aff
the Registrar's staff copies
presented
Check if the
client has
liability posted
in his/her
2. Secure Request account . Registrar's
Slip Form Issue Request g 1 miate Staff
Slip Form and
explain to the
client how to fill
up the form
; . | Guide the client ; .
|3:6rrlr1"-up RequestBlip o filling up the None 2 minutes g;ilfstrars
form
Php
20.00
Record the per
request details | page of
in the logbook, the
4. File the request to | including the docume
the Registrar's Office | Official Receipt | ntsto ; ;
after securing Number be Max;t]num gra gte gflfstrar's
clearance and paying | Process the authenti e a
document fee requested cat-ed
authentication Php
and 30.00
certification/s per
certifica

tion




Check and
verify the
completeness
and accuracy of
the prepared
documents

None

15 minutes

Registrar's
Staff

Head for
Registration/Aut
horized
Personnel
review and
approve the
processed
documents

None

20 minutes

Head for
Registratio
n/
Authorized
Personnel

5. Sign in the Logbook
and receive the
requested documents

Request the
client to check
the correctness
of the
data/information
found in the
document
Place university
dry seal in each
page of
authenticated
documents
Affix
documentary
stamps and dry
seal in each
copy of
certification

If the CAV is
intended for
apostille
application in
Department of
Foreign Affairs
(DFA), seal the
documents in a
long brown
envelope
Instruct the
client to sign in
the logbook for
releasing the
documents

None

10 minutes

Registrar's
Staff

TOTAL.:

Maximum of 3
hours

For comments, suggestions and complaints, you may send it to arfahelpdesk@g.batstate-u.edu.ph




Z CITIZEN'S CHARTER

'\.i;i::;- = .:'-!:g .
o MISSION
A university committed to producing leaders
by providing a 21st century learning
environment through innovations in education,
multidisciplinary research, and community and
industry partnerships in order to nurture the
spirit of nationhood, propel the national
economy, and engage the world for

sustainable development
Issuance of Official Certification (Face to Face Transaction)

Official certifications being issued by the Registrar's Office include but not
limited to the following:

a. Certificate of Graduation;

b. Certificate of Enrolment;

c. Certificate of Units Earned;

d. Certificate of English Medium of Instruction;

e. Certificate of Complete Academic Requirements;
f. Certificate of Honor Graduate;

g. Certificate of ID Issuance;

h. Certificate of NSTP Serial Number;

i. Certificate of General Weighted Average (GWA);
j. Certificate of Cross Enrolment

Office or
Division:

VISION
A premier national university that
develops leaders in the global
knowledge economy

Registrar's Office

Classification: Simple

Type of
Transaction:

Who May All clients who has/had academic records in the university
Avail: and with no liability

CHECKLIST OF

G2C-Government to Citizen

REQUIREMENTS WHERE TO SECURE
Official Receipt Cashier's Office
Documentary Stamp/s Bureau of Internal Revenue

Conditional Requirements:
Authorization Letter, Identification
Card of the authorized
representative and copy of
|dentification Card of the Owner of
requested documents upon
release of documents

Client




PSA/NSO

CLIENT

STEPS

PSA Birth Certificate for clients
whose submitted copy to the
Registrar's Office is not issued by

AGENCY
ACTION

Philippine Statistical Authority

FEES
TO BE
PAID

PROCESSIN
G TIME

PERSON
RESPONSIBLE

Asks the client
about the
nature/kind of

depends on the
availability and
accessibility of
client's records)

1. State the certification to
lég‘rctjif?;ation fo gi;iﬂl:ﬁztecj None 10 minutes | Registrar's Staff
be requested eligibility of the
client to request
certain
certification
Check if the
client has liability
posted in his/her
2. Secure account
Request Slip Issue Request None 1 minute Registrar's Staff
Form Slip Form and
explain to the
client how to fill
up the form
3. Fill-out Guide the client
Request Slip in filling up the None 2 minutes | Registrar's Staff
Form form
Record the
request details
in the logbook,
including the
4. File the Official Receipt
request to the | Number Php
Registrar's Process the 30.00
Office after requested per Maximum of 2 , |
securing authentication page of hours Registrar's Staft
clearance and |and certifica
paying certification/s tion
document fee | (Processing time




Check and verify
the
completeness
and accuracy of
the prepared
document/s

None

15 minutes

Registrar's Staff

Head of
Registration/Aut
horized
Personnel
review and
approve the
processed
documents

None

20 minutes

Head of
Registration/Aut
horized
Personnel

5. Sign in the
Logbook and
receive the
requested
documents

Request the
client to check
the correctness
of the
data/information
found in the
document

Affix
documentary
stamps and dry
seal in each
copy of
certification
Instruct the
client to sign in
the logbook for
releasing the
documents

None

10 minutes

Registrar's Staff

TOTAL:

Maximum of 3
hours

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph




ITIZEN'S CHARTER

MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through innovations
in education, multidisciplinary research,
and community and industry partnerships
in order to nurture the spirit of nationhood,
propel the national economy, and engage
the world for sustainable development

VISION
A premier national university that
develops leaders in the global
knowledge economy

Issuance Of Certificate Of Course Description (Face to Face
Transaction)

The document includes the description of the course/s taken by the client in
the university. The description may be expressed in English or Filipino as
requested client. The client specifies the particular course/s to be described.

013 {[NCTABMEIGT BN Registrar's Office

Classification: Complex

Type of

oo ndastion: G2C-Government to Citizen

All clients who has/had academic records in the

Whoay Syall; university and with no liability

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Official Receipt Cashier's Office
Documentary Stamp/s Bureau of Internal Revenue

Conditional Requirement:
Authorization Letter, Identification
Card of the authorized
representative and copy of Client
Identification Card of the Owner of
requested documents upon
releasing the document

FEES PERSON
CLIENTSTEPS . AGENCY . oo g  PROCESSING - peapoy

ACTION PAID TIME SIBLE




1. Verbally state the

details of request to

the staff and present
the copy of TOR

Check from
the client's
records if
the
requested
course/s to
be
described
was/were
taken by the
client
(Processing
time
depends on
the number
of course/s
requested
by the client
to be
included in
the
Certification

)

None

5 to 30 minutes

Registrar's
Staff

2. Secure Request
Slip Form

Check if the
client has
liability
posted in
his/her
account
Issue
Request
Slip Form
and explain
to the client
how to fill up
the form

None

1 minute

Registrar's
Staff

3. Fill-up Request
Slip Form

Guide the
client in
filling up the
form

None

2 minutes

Registrar's
Staff

4. File the request to
the Registrar's Office
after securing
clearance and paying
document fee

Record the
request
details in
the logbook,
including
the Official
Receipt
Number

Php
30.00
per
page of
the
certific
ation

1 minute

Cashierin
g Office's
Staff




Search/enc
ode the
course/s to
be
described
(Processing
time
depends on
the number
of course/s
to be
described
based on
the client's
request and
availability
of the
course
description
in the
Registrar's
Office
and/or
concerned
college)

None

1 to 6 working
days

Registrar's
Staff

Check and
verify the
completene
ss and
accuracy of
the
prepared
document/s
(Processing
time
depends on
the number
of course/s
requested
by the client
to be
included in
the
Certification

)

None

5 to 30 minutes

Registrar's
Staff




Head of
Registration
check and
approve the
processed
certificate

None

30 minutes

Head of
Registratio
n

5. Sign in the

Logbook and receive

the requested
documents

Request the
client to
check the
correctness
of the
data/informa
tion found in
the
document
Affix
documentar
y stamps
and dry seal
in each
copy of
certification
Instruct the
client to sign
in the
logbook for
releasing
the
documents

None

10 minutes

Registrar's
Staff

TOTAL:

Maximum of 7
working days

LEADING INNOVATIONS, TRANSFORMING LIVES |2

For comments, suggestions and complaints, you may send it to arfahelpdesk@g.batstate-u.edu.ph
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CITIZEN'S CHARTER

MISSION
A university committed to producing leaders
VISION by providing a 21st century learming
environment through innovations in
education, multidisciplinary research, and
community and industry partnerships in
order to nurture the spirit of nationhood,
propel the national economy, and engage
the world for sustainable development

A premier national university that
develops leaders in the global
knowledge economy

Issuance Of Form 137 (Face to Face Transaction)

Form 137 may be requested by another school where a high school graduate
of the university is pursuing his/her higher education. Further, this may be also
requested by a client for a certain purpose for which the document may be
solely used for.

0 [-RTRPIVIEICT M Registrar's Office

Classification: Simple

Type of

e P G2C-Government to Citizen

Who May Avail: All clients who completed their high school in the
university and with no liability

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Official Receipt (for personal

request) Cashier's Office

Signed request slip (if Form 137 is

requested by another school) School requesting copy of Form 137

Clearance Form Integrated/Laboratory School

Documentary Stamps Bureau of Internal Revenue

Conditional Requirements:




Authorization Letter, Identification
Card of the authorized
representative and copy of

Identification Card of the Owner of Clent
requested documents upon

releasing the document

PSA Birth Certificate for clients

whose submitted copy to the Client

Registrar's Office is not issued by
PSA/ NSO

For re-issuance of Form 137 to
another school, the following may
be presented:

a) Letter of request from the school
stating that they are responsible for
the loss of document/s (In case that
the school has lost the document)
b) Affidavit of loss including a
statement that the document is not
yet forwarded to another school (In

School which received the first copy/
Client

case that the client has lost the

document)

FEE

PERSON
AGENCY STO PROCESSING
CLIENT STEPS ACTION BE TIME RESPC;NSIBL
PAID
1. State details such
as name and year of | For personal
graduation requests,take
If the Form 137 to note of the
be requested is details stated
requested by by the client
another school, If the Form ; '
present the request | 137 is None 5 minutes g;%;strars
slip to the staff as requested by
well as the another
accomplished school,
Clearance Form receive
from the request from
Integrated/Laborator | the school
y School




Check if the
client has
liability
posted in
his/her
account

None

1 minute

Registrar's
Staff

Verify and
check the
validity of
data stated
by the
client/written
in the request
against the
office's
records If
the Form 137
is requested
by another
school,
record in the
Logbook the
details of the
request,
including the
Official
Receipt
Number
Instruct the
client to wait
for
confirmation
if the
document is
ready for
release

None

5 minutes

Registrar's
Staff

2. If the Form 137 to
be requested is for
personal use, fill-out
Request Slip Form

Guide the
client in filling
up the form

None

2 minutes

Registrar's
Staff




Php

Record the 188 '
requ_est_ (for
3. If the Form 137 to Idoetsgzlln the pers
be requested is for Pf_;e aite 1 onal
personal use, docﬂment(Pr requ
pRroc_eed t'o the ocessing est) 1 to 2 working | Registrar's
egistrar's Office to time depends None days Staff
file the request after AR thas (for
securing clearance availabilit requ
and paying e y est
document fee — of
accessibility ——
of client's e
records) Solio
ol)
Head of
Registration
review and : Head of
approve the one &0 nies Registration
processed
Form 137
Affix
documentary
stamps and
dry seal in
the document
If the form
137 is
requested by
another
school, seal it
4. Sign in the g‘nﬁt:l“:;:
lr'; get:\?glt(haend bearing tlc]e None 10 minutes g;%strar S
requested Form 137 ggmzssnof
the school
which
requested

the document
Instruct the
client to sign
in the
logbook for
releasing the
documents

TOTAL:

Maximum of 3




working days

LEADING INNOVATIONS, TRANSFORMING LIVES

For comments, suggestions and complaints, you may send it to arfahelpdesk@g.batstate-u.edu.ph




ITIZEN'S CHARTER

MISSION
A university committed to producing leaders

VISION by providing a 21st century learning

environment through innovations in

education, multidisciplinary research, and
community and industry partnerships in order
to nurture the spirit of nationhood, propel the
national economy, and engage the world for
sustainable development

Issuance of Transfer Credentials (Face to Face Transaction)

"'h.'”_l.,n;q\\ : -

o

A premier national university that
develops leaders in the global
knowledge economy

(Certificate of Honorable Dismissal and Transcript of Records)

Transfer credentials are being issued only once to the students who will
transfer to another school. Certificate of Honorable Dismissal certifies that the
student is cleared of any accountabilities with the school and is eligible for
transfer to another school. The Transcript of Records being issued bear the
remarks "Granted Transfer Credentials".

0} i[RI\ T Ml Registrar's Office

Classification: Simple

Type of

Tranéaction: G2C-Government to Citizen

Who May Avail: All students who intend to transfer to another school
and with no liability

CHECKLIST OF
REQUIREMENTS

Official Receipt

WHERE TO SECURE

Cashier's Office

Documentary Stamp/s Bureau of Internal Revenue

Conditional Requirements:

Form 137/TOR (if the student has
not submitted a copy)

School last attended




PSA Birth Certificate for clients
whose submitted copy to the

Registrar's Office is not issued by
PSA/NSO

Client

Authorization Letter, Identification
Card of the authorized
representative and copy of
Identification Card of the Owner
of requested documents upon
release of document

Client

For re-issuance of Transfer
Credentials,

the following may be presented:
a) Letter of request from the
school stating that they are
responsible for the loss of
document/s (In case that the
school has lost the document)
b) Affidavit of loss including a
statement that the document is
not yet forwarded to another
school (In case that the client
has lost the document)

School which received the first copy
Client




Issuance of Transfer
Credentials ...

FEES
AGENCY TO PROCESSING
ACTION BE TIME
PAID

PERSON
RESPONSIBL
E

CLIENT STEPS

Take note
of the
request
details and
verify it
from the
office's
records
(Processin
1. Verbally state the | g time None 3 minutes to one | Registrar's
request depends hour Staff

on the
accessibilit
y of the
records
where the
staff would
base
his/her
verification)
Check if
the client
has liability
posted in
his/her

2. Secure and fill account
out Request Slip Issue None 1 minute
Form Request
Slip Form
and explain
to the client
how to fill
up the form
Guide the
client in
filling up
the form

Registrar's
Staff

; Registrar's
None 2 minutes Staff




Php

100.0
0 for
Certifi
cate
of
3.File the request to dec:ails in able
the Registrar's the Disnl'ni .
Office after securing ssa ; egistrar's
clearance and :ﬁgﬁ, %?:g Php S minutes Staff
paying document the Official 50.00
fee Receipt pzz;
Number of
Trans
cript
of
Recor
ds
Prepare
the
documents
(Processin
g time
depends
on the
availability
and
accessibilit
y of client's
;encdords None 1 to 2 working | Registrar's
abstie days Staff
the
Transcript
of Records
be
generated
through
TOR
Generation
Portal or be
manually

prepared)




Check and
verify the
completene
ss and
accuracy of
the
prepared
document/s

None

30 minutes

Registrar's
Staff

Head of
Registratio
n review
and
approve
the
processed
Transfer
Credentials

None

30 minutes

Head of
Registration

5. Sign in the
Logbook and
receive the
requested Transfer
Credentials

Affix
documenta
ry stamps
and dry
seal in the
document
Instruct the
client to
sign in the
logbook for
releasing
the
documents

None

10 minutes

Registrar's
Staff

TOTAL:

None

Maximum of 3
working days

LEADING INNOVATIONS, TRANSFORMING LIVES

For comments, suggestions and complaints, you may send it to artahelpdesk@gq.batstate-u.edu.ph




ITIZEN'S CHARTER

MISSION
A university committed to producing leaders
by providing a 21st century learning
environment through innovations in
education, multidisciplinary research, and
community and industry partnerships in
order to nurture the spirit of nationhood,
propel the national economy, and engage
the world for sustainable development

Issuance Of Transcript Of Records (TOR) (Face to Face Transaction)

The Transcript of Records includes all the courses taken and grades earned
of the student in his/her entire stay in the university, including transferred
credits from other school. This document may be issued as requested
regardless of frequency and number of copies.

0)i ([=RTARITEI B Registrar's Office

VISION
A premier national university that
develops leaders in the global
knowledge economy

Classification: Complex

Type of
Transaction:

G2C-Government to Citizen

o All clients who has/had academic records in the
A i U university and with no liability

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE
Official Receipt Cashier's Office
Documentary Stamp/s Bureau of Internal Revenue

Conditional Requirements:
Official Request from another
school (if the TOR to be secured
is for submission to another
school) School requesting for a copy of TOR
PSA Birth Certificate for clients
whose submitted copy to the
Registrar's Office is not issued
by PSA/NSO

Philippine Statistical Authority




CLIENT STEPS

Authorization Letter,
Identification Card of the
authorized representative and
copy of Identification Card of the
owner of requested documents
upon release of document

AGENCY
ACTION

Client

FEES
10 BE

PROCESSING

TIME

PERSON
RESPONSIB

1. State details
such as name,
program and year
of graduation (if
applicable)

If the TOR to be
secured is for
submission to
another school,
present the request

(lower half of the
Certificate of
Transfer Credential
issued by the
BatStateU
Registrar's Office
signed by the
requesting school's
Registrar)

from another school

Take note
of the
details
stated by
the client
and verify
them
against
office's
records. In
case that
there is no
available/
incomplet
e client's
records on
file, staff
instructs
the client
to file the
request
upon
receiving
notification
from the
office that
the
records
are
already
available/
reconstruc
ted

PAID

None

10 to 30
minutes

EE

Registrar's
Staff

Issuance Of Transcript
Of Records (TOR)...




Check if

the client
has
liability
posted in
his/her
account
2. If the TOR to be g‘j'r‘p?;;':;
requaslen I& Tor securing : Registrar's
personal use, TOR None 1 minute Staff
secure and.ﬁll out (aile
Request Slip Form Request
Slip Form
and
explain to
the client
how to fill
up the
form
Guide the
client in ; Registrar's
filling up None 2 minutes Staff
the form
None (if
the
request
ed TOR
is the
first
Record copy to
the be
3.File the request to | request request
the Registrar's detailsin | ed by a
Office after securing | the client P — Registrar's
clearance and logbook, |whoisa Staff
paying the including | graduat
document fee the Official | e of any
Receipt undergr
Number aduate
program
)
Php
50.00
per

page




Prepare
the
document
(Processin
g time
depends
on the
availability
and
accessibili
ty of
client's
records
and
whether
the
Transcript
of
Records
be
generated
through
TOR
Generatio
n Portal or
be
manually
prepared)

None

2 to 6 working
days

Registrar's
Staff

Check and
verify
accuracy
of the
prepared
TOR

None

30 minutes

Registrar's
Staff

Head of
Registratio
n review
and
approve
the
prepared
TOR

None

30 minutes

Head of
Registration




Request
the client
to check
the
correctnes
s of the
data/infor
mation
found in
the
document
Affix

4. Sign in the document
Logbook and ary . Registrar's
receive the stamps BBHY e Staff
requested TOR and dry
seal in the
document
Instruct
the client
to sign in
the
logbook
for
releasing
the
document
S

TOTAL: None Maxlr_num of 7
working days

LEADING INNOVATIONS, TRANSFORMING LIVES

For comments, suggestions and complaints, you may send it to arfahelpdesk@g.batstate-u.edu.ph
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7-CITIZEN'S CHARTER
s (12
MISSION
A university committed to producing leaders
VISION by providing a 21st century learning

environment through innovations in
education, multidisciplinary research, and
community and industry partnerships in
order to nurture the spirit of nationhood,
propel the national economy, and engage
the world for sustainable development

A premier national university that
develops leaders in the global
knowledge economy

Issuance Of Duplicate Copy Of Diploma (Face to Face Transaction)

Diploma is a legal document certifying the completion of a degree program.
For non-degree/diploma programs, Certificate is issued. University President
signs the second copy of the Diploma/Certificate. The document is issued
only once but a second copy may be requested if the client provides an
affidavit stating the reason for another copy.

0 i [-ROTAB T B Registrar's Office

Classification: Complex

Type of

e e G2C-Government to Citizen

Who May Avail: All clients who has graduation records in the university
and with no liability

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE
Official Receipt Cashier's Office
Any applicable Affidavit (stating Client
the need for second copy)
Documentary Stamp/s Bureau of Internal Revenue
Conditional Requirements:
PSA Birth Certificate for clients
whose submitted copy to the
Registrar's Office is not issued by
PSA/NSO Philippine Statistical Authority
Damaged copy (in case of Clie
replacement of a damaged copy) |nt




Authorization Letter, Identification

Card of the authorized

representative and copy of
Identification Card of the Owner of
requested documents upon

release of document

CLIENT STEPS

1. State details
(such as name,
program and year of
graduation) and
submit the affidavit
stating the reason of
requesting for
second copy of
Diploma

AGENCY

ACTION

Take note
of the
details
stated by
the client
and verify
them
against
office's
records
Check the
submitted
affidavit
and keep it
on file
(Processing
time
depends on
the
availability
and
accessibility
of client's
records)

Client

FEES
TO BE

PAID

None

PROCESSIN

G TIME

5to 30
minutes

PERSON
RESPONSIBL
E

Registrar's
Staff

2. Secure and fill out
Request Slip Form

Check if the
client has
liability
posted in
his/her
account
Issue
Request
Slip Form
and explain
to the client
how to fill
up the form

None

1 minute

Registrar's
Staff




Guide the
client in
filling up the
form

None

2 minutes

Registrar's
Staff

3.File the request to
the Registrar's Office
after securing
clearance and
paying the document
fee

Record the
request
details in
the
logbook,
including
the Official
Receipt
Number

Php
400.00

3 minutes

Registrar's
Staff

Print the
Diploma
and the
Transmittal

None

15 to 30
minutes

Registrar's
Staff

Verify and
sign the
prepared
transmittal
to be
forwarded
to the
Office of
the Vice
Chancellor
for
Academic
Affairs

None

5 minutes

Head of
Registration

Verify and
sign the
prepared
transmittal
(processing
time
depends on
the
availability
of
signatory)

None

1 to 3 working
days

Vice
Chancellor




University
President
verifies and
approves
the
prepared
Diploma Kiipies 1 to 3 working | University
(processing days President
time
depends on
the
availability
of
signatory)
Affix
documentar
y stamps,
gold seal
and dry
4. Sign in the seal in the
Logbook and receive | document ; Registrar's
the requested Instruct the Hone SIInNHies Staff
Diploma client to
sign in the
logbook for
releasing
the
document
TOTAL:| Php
400.00

Maximum of 7
working days

For comments, suggestions and complaints, you may send it to artahelpdesk@gq.batstate-u.edu.ph




W CITIZEN'S CHARTER

MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through

VISION innovations in education,
A premier national university that develops multidisciplinary research, and
leaders in the global knowledge economy community and industry

partnerships in order to nurture the
spirit of nationhood, propel the

national economy, and engage the

world for sustainable development

Approval Of Application For Comprehensive Examination (Face to Face
Transaction)

Students in the graduate programs must undergo evaluation of the college and
the Registrar's Office before taking the Comprehensive Examination.

Office or Division: Registrar's Office

Classification: Simple

Type of Transaction: G2C-Government to Citizen

Students in the graduate programs who completed
Who May Avail: their academic courses and intend to take
Comprehensive Examination

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

|dentification Card (Preferably Student's
ID

Client
FEE
S

AGENCY TO PROCEss| . PERSON

RESPONSIB
LE

CLIENT STEPS

ACTION BE NG TIME
PAI
D




1. Present identification
card and verbally state
the request

Check if the
student's name
is included in
the list
endorsed by
the college. In
case that the
student is not
included in the
list, he/she
may seek a
letter from the
college stating
that he/she is
eligible to
apply for
Comprehensiv
e Examination.
It must be
complied first
before
proceeding for
the request.

Non

2 minutes

Registrar's
Staff

Check the
completeness
of students'
records. In
case that the
student is
lacking of
a/some
credential/s,ins
truct him/her to
comply with
the submission
of such
document/s
first before
proceeding for
the request.

Non

10 minutes

Registrar's
Staff

2. Receive and fill out
Application Form for
Comprehensive
Examination

Issue
Application
Form for
Comprehensiv
e Examination

Non

1 minute

Registrar's
Staff

Instruct the
student to fill
up the form

Non

10 to 20
minutes

Registrar's
Staff




4. Submit the filled-out
Application Form

Receive and
check the filled
up form

Non

1 minute

Registrar's
Staff

Evaluate the
student's
academic
records and
prepare a copy
of evaluated
curriculum
Attach the
evaluated
curriculum,
print of grades
and Transcript
of Records (if
the student is a
transferee)
with the
accomplished
form

Sign in the
form
(Processing
time depends
on the
completeness
of uploaded
grades)

Non

1 to 3 hours

Registrar's
Staff

5. Proceed to the college
for evaluation and
approval of the form

Evaluate the
student's
eligibility to
take
Comprehensiv
e Examination
based on the
forwarded
records

Sign in the
form for
approval
(Processing
time depends
on the
availability of
evaluators in
the college)

Non

1t02
working
days

College
Dean/Progra
m
Chair/Depart
ment Chair of
graduate
programs




Check the
6. Proceed to the
Registrar for the final :%%Umfaésfggg Ngn 30 minutes gzgidst? ;ﬂ -
approval of the form for approval
Provide the
student with
photocopied
7. Receive the approved ?Oaﬂgved Non & crinites Registrar's
Application Form iEtict e e Staff
student to
submit a copy
to the college
TOTAL: Maximum
of 3 days
(provided
Non | that all of
e | the needed
grades are
already
uploaded)

For comments, suggestions and complaints, you may send it to artahelpdesk@gq.batstate-u.edu.ph




MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through
innovations in education,
multidisciplinary research, and
community and industry partnerships in
order to nurture the spirit of
nationhood, propel the national
economy, and engage the world for
sustainable development

VISION
A premier national university that
develops leaders in the global
knowledge economy

Pre-Law Evaluation For Admission (Face to Face Transaction)

This service is intended for Bachelor of Law students who will enrol at the
university for the first time. Required number of units for English, Social
Sciences and Mathematics courses are being evaluated as per requirement
of the Legal Education Board. Lacking units must be enrolled prior to law
courses in the curriculum.

Office or Division: Registrar's Office

Classification: Simple

Type of

oSy e G2C-Government to Citizen

Who May Avail: Holder of bachelor's degree who intends to enroll at
Bachelor of Laws

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
|dentification Card Client
Admission slip Testing and Admission Office
Transcript of Records in bachelor's
degree (original cop Client

FE
ES

CLIENT STEPS AGENCY TO PROCESSI PERSON

ACTION BE NGTIME RESPONSIBLE
PAI
D




1. Present the
requirements

Check the
presented
requirements
Issue College
of Law
Admission
Requirement
Form

No
ne

5 minutes

Registrar's Staff

2. Receive College of
Law Admission
Requirement Form

Issue College
of Law
Admission
Requirement
Form

Advise the
client to
proceed to the
College of Law
for initial
evaluation

No
ne

1 minute

Registrar's Staff

3. Submit the form
and the Transcript of
Records to the staff-
in-charge in the
college

Based on the
presented
TOR, evaluate
the English,
Social
Sciences and
Mathematics
courses that
would be
credited for the
program and
write them on
the form

No
ne

1 hour to 2
working
days
(Processing
time
depends on
the
availability of
evaluator/
signatory in
the college)

College
Dean/Authorize
d personnel in
the college

4. Proceed to the
Registrar's Office for
the verification of the
evaluation done in
the college

Receive the
evaluated form
Verify the
accuracy of the
evaluation
done in the
college

Sign in the
form

No
ne

20 minutes

Registrar's Staff

Review and
approve the
evaluated form

No
ne

10 minutes

Head of
Registration




Provide the

student with
s Receethe  hooenpes |
approved Application PP 5 minutes | Registrar's Staff
c Instruct the ne

orm

student to

forward a copy

to the college

TOTAL: | No | Maximum of
ne 3 days

LEADING INNOVATIONS, TRANSFORMING LIVES

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.phk




CITIZEN'S CHARTER

Hiripe MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through
VISION innogaﬁons in education,
multidisciplinary research, and
community and industry partnerships in
order to nurture the spirit of nationhood,
propel the national economy, and
engage the world for sustainable
development
Online Issuance of Official Certification (Online Transaction) As of June
2020
Official certifications being issued by the Registrar's Office include but not
limited to the following:
a. Certificate of Graduation;
b. Certificate of Enrolment;
c. Certificate of Units Earned;
d. Certificate of English Medium of Instruction;
e. Certificate of Complete Academic Requirements;
f. Certificate of Honor Graduate;
g. Certificate of ID Issuance;
h. Certificate of NSTP Serial Number;
i. Certificate of General Weighted Average (GWA);
j- Certificate of Cross Enrolment

A premier national university that
develops leaders in the global
knowledge economy

Office or Division: Registrar's Office

Classification: Simple
IV RGN ELEETR I G2C-Government to Citizen

Who May Avail: All clients who has/had academic records in the
university and with no liability

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Official Receipt Cashier's Office
Documentary Stamp/s Bureau of Internal Revenue

Conditional Requirements:




Authorization Letter, Identification Card
of the authorized representative and
copy of Identification Card of the Client
Owner of requested documents upon
release of documents

PSA Birth Certificate for clients whose
submitted copy to the Registrar's Office | Philippine Statistical Authority
is not issued by PSA/NSO

AGENCY [EES ppocessin  FERSON
S et v B FROEESEG @RS SalS)
PAID BLE

CLIENT STEPS

Open the
request from
the portal
Verify the
client's
eligibility to
request for a
particular
certification
Check

1. Login to student's
https://dione.batstate- | clearance
u.edu.ph and from the
accomplish the steps system

for document If the client
requisition has liability or
is not eligible
to request,
disapprove
the request
and
communicate
the client for
the reason of
such
disapproval
In case of
approval,
record the
request
details in the
logbook

. Registrar's
None 10 minutes Staff

; Registrar's
None 1 minute Staff




Process the
requested
certification/s
(Processing
time depends
on the
availability
and
accessibility
of client's
records)

None

Maximum of 2
hours

Registrar's
Staff

Check and
verify the
accuracy of
the prepared
document/s

None

30 minutes

Registrar's
Staff

Review and
approve the
prepared
Transcript of
Records

None

30 minutes

Head of
Registratio
n

Communicat
e the client
for the
appointment
in claiming
the document

None

3 minutes

Registrar's
Staff




Instruct the
client to
proceed to
the
Accounting
Office for
clearance
and to the
Cashier's
Office for the
payment of
fees Request
the client to
check the
correctness
of the
data/informati
on found in
the document
Affix
documentary
stamps and
dry seal in
each copy of
certification
Instruct the
client to sign
in the
logbook for
releasing the
documents

30.00
per
Certifica
tion

2. Proceed to
Registrar's Office
personally to claim the
document

Registrar's

10 minutes Staff

TOTAL.: Maximum of 3
hours

For comments, suggestions and complaints, you may send it to artahelpdesk@gq.batstate-u.edu.ph




VISION
A premier national university that
develops leaders in the global
knowledge economy

MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through innovations
in education, multidisciplinary research,
and community and industry partnerships
in order to nurture the spirit of nationhood,
propel the national economy, and engage
the world for sustainable development

As of June 2020

Online Issuance Of Transcript Of Records (TOR) (Online Transaction)

The Transcript of Records includes all the courses taken and grades earned
of the student in his/her entire stay in the university, including transferred
credits from other school. This document may be issued as requested
regardless of frequency and number of copies.

Office or Division:

Registrar's Office

Classification: Complex

Type of
Transaction:

G2C-Government to Citizen

Who May Avail:

CHECKLIST OF REQUIREMENTS
Official Receipt

All clients who has/had academic records in the
university and with no liability

WHERE TO SECURE

Cashier's Office

Documentary Stamp/s

Bureau of Internal Revenue

Conditional Requirements:

Official Request from another
school (if the TOR to be secured is
for submission to another school)

School requesting for a copy of TOR

PSA Birth Certificate for clients
whose submitted copy to the

Registrar's Office is not issued by
PSA/NSO

Philippine Statistical Authority




Authorization Letter, Identification
Card of the authorized
representative and copy of
Identification Card of the owner of
requested documents upon release
of document

Client

FEES PERSON
CLIENTSTEPs  AGENCY . "pr PROCESSIN oeoponsiB

ACTION PAID G TIME LE

Open the
request
from the
portal
Verify the
client's
eligibility to
request for
a particular
certification
Check
student's
clearance
from the
system None 10 minutes
If the client
has liability
or is not
eligible to
request,
disapprove
the request
and
communicat
e the client
for the
reason of
such
disapproval

1. Loginto
https://dione.batstate
-u.edu.ph and
accomplish the steps
for document
requisition

Registrar's
Staff




In case of
approval,
record the
request
details in
the logbook
If the
requested
TOR is
intended for
submission
to another
school,
allow the
client to
upload the
request of
the school

None

3 minutes

Registrar's
Staff

Process the
requested
certification/
S
(Processing
time
depends on
the
availability
and
accessibility
of client's
records and
whether the
Transcript
of Records
be
generated
through
TOR
Generation
Portal or be
manually
prepared)

None

2 to 6 working
days

Registrar's
Staff




Instruct the
client to
proceed to
the
Accounting
Office for
clearance
and to the
Cashier's
Office for
the payment
of fees
Request the
client to
check the
correctness
of the 50.00
data/inform per 10 minutes
ation found page
in the
document
Affix
documentar
y stamps
and dry seal
in each
copy of
certification
Instruct the
client to
sign in the
logbook for
releasing
the
documents
TOTAL.: Maximum of
None 7 working
days

2. Proceed to
Registrar's Office
personally to claim
the document

Registrar's
Staff

LEADING INNOVATIONS, TRANSFORMING LIVES

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph




CITIZEN'S CHARTER

503
AT MISSION
A university committed to producing leaders by
providing a 21st century learning environment
through innovations in education,
multidisciplinary research, and community and
industry partnerships in order to nurture the
spirit of nationhood, propel the national
economy, and engage the world for sustainable
development
Online Pre-Registration of New Students in the Undergraduate Programs
(Online Transaction) As of June 2020
Qualified applicants who have pre-registered online may temporarily enroll by
completing the following processes. Enrolment shall be completed and
validated only until upon submission of the enrolment credentials.

VISION
A premier national university that
develops leaders in the global
knowledge economy

Office or

Division: Registrar's Office

Classification: Simple

Type of
Transaction:

G2C- Government to Citizen

LR EVRENETTE Qualified applicants as new student or transferee

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE
Qualification in College
Entrance Test

FEES

AGENCY TO PROCESSI PERSON

CLIENLSTEPS. . “AcTioN BE NGTIME  RESPONSIBLE
PAID
Log in to the View the
oniine student's
registration link . . 5to0 10 .
and complete ;Zgﬁc;zt:‘?:m None cieniBe Registrar's Staff
the registration e avateim
process y
TOTAL:| None | 10 minutes

LEADING INNOVATIONS, TRANSFORMING LIVES "

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.phk




| CITIZEN'S CHARTER

i,., : MISSION
ity P.-«"'i = A university committed to producing
VISION leaders by providing a 21st century
learning environment through innovations
in education, multidisciplinary research,
and community and industry partnerships
in order to nurture the spirit of nationhood,
propel the national economy, and engage
the world for sustainable development

A premier national university that
develops leaders in the global
knowledge economy

Online Adding, Changing And Dropping Of Courses (Online
Transaction-posted in Student’s Portal) As of June 2020

After enrolment, students may intend to add, change or drop courses which
is allowed only during the period specified in the Academic Policies and
Procedures. Prior to the approval and processing of the Registrar's Office, the
student who intend to change, add, or drop course/s shall secure the blank

form, fill this out and have the college do the preliminary evaluation and
approval.

01 {[-N AP T Ml Registrar's Office

Classification: Simple

Type of

Teansaction: G2C-Government to Citizen

Who May Avail: All students with enrolment records in the current
semester

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Accomplished Adding, Changing
and Dropping of Courses Form

Blank Form is available at the Student
Portal/Registrar's Office

I
.
.

FEES
AGENCY PROCESS PERSON
CLIENTSTEPS — ‘action  TO BE INGTIME RESPONSIBLE

Accept
1. Submit the form approved
for Adding, Changing | form
and Dropping of Verify and
Courses approved by | check
the College's student's
Department/program | enrolment None 1 minute | Registrar's Staff
Chair and the Dean | records and
through the check the
Registrar's Office's authenticity
official e-mail and
address completion

of approved




adding,
changing
and dropping
form

In case of
adding and
changing of
courses,
evaluate
student's
qualification
for enrolling
course/s
stated in the
form

None

3 miniutes

Registrar's Staff

Process the
request for
adding,
changing or
dropping of
courses

None

5 minutes

Registrar's Staff

2. Receive
communication
regarding the status
of adding, changing
and dropping of
course/s request

Communicat
e the student
regarding the
status of
adding,
changing
and dropping
of course/s
request

None

1 minute

Registrar's Staff

TOTAL:

None

10 minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph




VISION
A premier national university that
develops leaders in the global
knowledge economy

CITIZEN'S CHARTER

MISSION
A university committed to producing
leaders by providing a 21st century
learing environment through
innovations in education,
multidisciplinary research, and
community and industry partnerships in
order to nurture the spirit of nationhood,
propel the national economy, and
engage the world for sustainable
development

June 2020

Form, etc.

Online Issuance Of Authenticated Documents (Online Transaction) As of

Authentication is being done to the reproduced copy of documents issued by
the Registrar's Office such as Diploma, Transcript of Records, Registration

Office or Division: Registrar's Office

Classification: Simple

7RO ANELEET B G2C-Government to Citizen

Who May Avail: All clients who has/had academic records in the

CHECKLIST OF REQUIREMENTS

Original copy of the document/s to be
authenticated

university and with no liability

WHERE TO SECURE

Client

Official Receipt

Cashier's Office

Conditional Requirements:
Authorization Letter, Identification Card
of the authorized representative and
copy of Identification Card of the
Owner of requested documents upon
release of documents

New copy of original documents (if the
original copy of the document is
damaged/torn or has erasures)

Client




FEES

AGENCY TO P';?hfgs PERSON

ACTION  BE RESPONSIBLE
o TIME

CLIENT STEPS

Open the
request from
the portal
Verify the
client's
eligibility to
request for a
particular
certification
Check
student's
clearance
from the
system None
If the client
has liability
or is not
eligible to
request,
disapprove
the request
and
communicate
the client for
the reason of
such
disapproval
Communicat
e the client
for the
appointment
in submitting
the original
as well as None | 1 minute | Registrar's Staff
the
reproduced
copies of the
documents to
be
authenticated

1. Loginto
https://dione.batstate-
u.edu.ph and
accomplish the steps
for document
requisition

10

RS Registrar's Staff




2. Present the
documents to be
authenticated to the
Registrar's Office and
secure the printed
Request Slip

Sanitize the
documents
Print and
give the
Request Slip
to the client
Instruct the
client to
proceed to
the
Assessment
Office for
Clearance
and to the
Cashier's
Office for the
payment of
requested
documents

None

30
minutes

Registrar's Staff

3. File the request to
the Registrar's Office
after securing
clearance and paying
document fee

Record the
request
details in the
logbook,
including the
Official
Receipt
Number
Process the
authenticatio
n of
documents
(Processing
time depends
on the
number of
copies of
documents to
be
authenticated

)

None

5-10
minutes

Registrar's Staff

Sign the
documents

None

5 minutes

Head of

Registration/Author

ized Personnel




Place
university dry
seal in each
page of
authenticated
documents None | 2 minutes | Registrar's Staff
and guide
the client in
accomplishin
g the
Logbook
TOTAL.: 30

minutes

7. Receive the
requested documents
and sign in the
Logbook

LEADING INNOVATIONS, TRANSFORMING LIVES

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph
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MISSION
A university committed to producing leaders
by providing a 21st century learning
environment through innovations in
education, multidisciplinary research, and
community and industry partnerships in
order to nurture the spirit of nationhood,
propel the national economy, and engage
the world for sustainable development
Online Issuance Of Certified, Authenticated And Verified (CAV)
Documents (Online Transaction) As of June 2020

CAV documents are being issued to clients who will apply for apostille and to
some college graduates who will take PRC Board Examinations. Graduates of
the graduate programs may also request for the document needed for
processing of their promotion.

Office or Division: Registrar's Office

VISION
A premier national university that
develops leaders in the global
knowledge economy

Classification:

Type of
Transaction:

Simple

G2C-Government to Citizen

o All clients who has/had academic records in the
WHO e, university and with no liability

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Original copy of the document/s to

be authenticated Client
Official Receipt Cashier's Office
Documentary Stamp/s Bureau of Internal Revenue

Long Brown Envelope (for apostille) | Client

Conditional Requirements:
Authorization Letter, Identification
Card of the authorized
representative and copy of
Identification Card of the Owner of
requested documents upon release
of documents

Client




PSA Birth Certificate for clients
whose submitted copy to the

Registrar's Office is not issued by
PSA/ NSO

New copy of original documents (if
the original copy of the document is | Client
damaged/torn or has erasures)

Philippine Statistical Authority

FEES PERSON
CLIENTSTEPs  ACGENCY .5 gg PROCESSIN oropoNsIBL

ACTION PAID G TIME E

Open the
request
from the
portal
Verify the
client's
eligibility to
request for
a particular
certification
Check
student's
clearance
from the ; ;
system None 10 minutes g;%strar S
If the client
has liability
or is not
eligible to
request,
disapprove
the request
and
communicat
e the client
for the
reason of
such
disapproval

1. Loginto
https://dione.batstate-
u.edu.ph and
accomplish the steps
for document
requisition




In case of
approval,
record the
request
details in
the logbook
Communica
te the client
regarding
the
appointment
of reporting
to the
Registrar's
Office

None

1 minute

Registrar's
Staff

Process the
requested
certification/
S
(Processing
time
depends on
the
availability
and
accessibility
of client's
records)

None

Maximum of
2 hours

Registrar's
Staff

Check and
verify the
completene
ss and
accuracy of
the
prepared
documents

None

15 minutes

Registrar's
Staff

Review and
approve the
processed
documents

None

20 minutes

Head for
Registration/
Authorized
Personnel




2. Present the original
and photocopy of
documents to be
authenticated and
secure the printed
request slip

Sanitize the
documents
Print and
give the
Request
Slip to the
client
Instruct the
client to
proceed to
the
Assessment
Office for
Clearance
and to the
Cashier's
Office for
the payment
of requested
documents

30 Php
per copy
of
Certificat
ion 20
Php per
page of
docume
nts to be
authenti
cated

30 minutes

Registrar's
Staff

Process the
authenticati
on of
documents
(Processing
time
depends on
the number
of copies of
documents
to be
authenticate
d)

None

5to0 10
minutes

Registrar's
Staff

Sign the
authenticate
d
documents

None

5 minutes

Head of
Registration/Au
thorized
Personnel




5. Sign in the
Logbook and receive
the requested
documents

Request the
client to
check the
correctness
of the
data/informa
tion found in
the
document
Place
university
dry seal in
each page
of
authenticate
d
documents
Affix
documentar
y stamps
and dry seal
in each
copy of
certification
If the CAV is
intended for
apostille
application
in
Department
of Foreign
Affairs
(DFA), seal
the
documents
in a long
brown
envelope
Instruct the
client to sign
in the
logbook for
releasing
the
documents

None

10 minutes

Registrar's
Staff

l

TOTAL:

Maximum of
3 hours

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph
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"' Hir1pp TR
MISSION

A university committed to producing

leaders by providing a 21st century
VISION learning environment through innovations

A premier national university that in education, multidisciplinary research,
develops leaders in the global knowledge and community and industry partnerships
economy in order to nurture the spirit of

nationhood, propel the national economy,
and engage the world for sustainable
development

1. Approval of Internally Funded Scholarship/Financial Assistance
Application (Face to Face Transaction)

Description of the Service: Approval of Internally Funded Scholarship/Financial
Assistance applications for graduate school students and qualified dependents
of BatStateU faculty and personnel who are enrolled in Integrated and
Laboratory Schools.

Office of Student Affairs and Services-Scholarship and

Office or Division: Financial Assistance Office

Classification: Simple

Type of
Transaction:

G2C-Government to Citizen

Graduate School Students and Qualified Dependents of
Who May Avail: BatStateU Faculty and Personnel who are enrolled in
Integrated School and Laboratory School

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Scholarship and Financial Assistance
Office

Certificate of Employment (1 original) | Current Employer

Registration Form (1 orginal) Office of the Registrar

Application Form (1 original)

FEES PERSON
CLIENT STEPS AGENCY 5 pp PROCESSI oroponsiB

ACTION PAID NG TIME LE




1. Submit duly
accomplished
application form at

Accept, evaluate
and approved
scholarship

Scholarship and applications by
Financial Assistance | the students via
Office together with | Scholarship Admin Aide VI
other documentary | System and or Head or
requirements. (Note: | inform the client | None 5 minutes | Asst.
Certificate of to proceed to Director/SFA
Employment is NOT | Assessment O
required for Office for re-
BatStateU Faculty | assessment of
and Personnel fees.
Qualified
Dependents.
Admin Aide VI
2. Log the Inform the client or Head or
transaction in the for the next None 3 minutes | Asst.
SFAO log sheet. procedure. Director/SFA
@)
TOTAL:| None 8 minutes

LEADING INNOVATIONS, TRANSFORMING LIVES |

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph
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9 CITIZEN'S CHARTER

MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through
VISION innovations in education,
A premier national university that develops multidisciplinary research, and
leaders in the global knowledge economy community and industry partnerships in
order to nurture the spirit of nationhood,
propel the national economy, and
engage the world for sustainable
development

2. Approval of Externally Funded Scholarship/Financial Assistance via
Scholarship System (Face to Face Transaction)

Description of the Service : Approval of scholarship and financial assistance of
scholars/grantees of externally funded grants via scholarship system.

Office of Student Affairs and Services-Scholarship
and Financial Assistance Office

Office or Division:

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

Students who are recipients of externally funded

Who May Avail: scholarship (private and government agency)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Office of the
Registrar
FEE

S
AGENCY TO PROCESS PERSON

Registration Form (1 original)

CLIENT STEPS

ACTION BE INGTIME RESPONSIBLE
PAI
D




1. Present the certificate | Accept, Non | 5 minutes | Admin Aide VI or
of registration at the evaluate the e Head or Asst.
Scholarship and grades of Director/SFAO
Financial Assistance student via
Office. scholarship
system and
approved the
grants for the
applicable
semester.

2. Log the transaction Inform the Non | 3 minutes | Admin Aide VI or
client for the e Head or Asst.
next Director/SFAO
procedure.

TOTAL: | N°" | 8 minutes

LEADING INNOVATIONS, TRANSFORMING LIVES %Bﬂl)?

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph




CITIZEN'S CHARTER

MISSION
A university committed to producing
VISION leaders by providing a 21st century learming
environment through innovations in
education, multidisciplinary research, and
community and industry partnerships in
order to nurture the spirit of nationhood,
propel the national economy, and engage
the world for sustainable development

-:{'fl rrw\‘E

A premier national university that
develops leaders in the global
knowledge economy

3. ISSUANCE OF SCHOLARSHIP/NON-SCHOLARSHIP CERTIFICATION
(Face to Face Transaction)

Description of the Service : Issuance of scholarship/non-scholarship
certification requested by the students.

Office or Office of Student Affairs and Services-Scholarship and
Division: Financial Assistance Office

Classification: Simple

Type of
Transaction:

Who May Avail: Student

G2C-Government to Citizen

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Scholarship and Financial Assistance

Requisition slip (1 original) Office

Registration Form/School ID (1 Office of the Registrar

original)
PERSON
AGENCY FEES TO PROCESSI

SLEN TR ACTION ~ BEPAD NGTIME R-oPONSIE
1.Submitduly | Accept, validate Ad;"“" g“de vi
accomplished records, g\;stea or
request slip form at | prepare, and ; S
Scholarship and issue requested Mone Ll glrectorl SPA
Financial certification to
Assistance Office. | the client.




Admin Aide VI

Inform the client or Head or
t2r.ahog ttri‘ en for the next None 3 minutes | Asst.
sactio procedure Director/SFA
(@)
TOTAL.: 13 minutes

LEADING INNOVATIONS, TRANSFORMING LIVES

For comments, suggestions and complaints, you may send it to arfahelpdesk@g.batstate-u.edu.ph




CITIZEN'S CHARTER

MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through
VISION innovations in education,
A premier national university that develops multidisciplinary research, and
leaders in the global knowledge economy  community and industry partnerships in
order to nurture the spirit of nationhood,
propel the national economy, and
engage the world for sustainable
development

1. ADMISSION FOR COLLEGE APPLICANTS (Face to Face Transaction)

Description of the Service : Admission for incoming First Year College

Office of the Vice Chancellor for Academic Affairs —

Office or Division: Testing and Admission Office

Classification: Simple

IR EREETE G G2C-Government to Citizen

Senior High School Graduating students and
Who May Avail: graduates who have not enrolled in any
College/Universit

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Printed Application Form http://dione.batstate-
u.edu.ph/tao/#/application

2 recent 2” x 2" pictures of good quality,

white background. Photo Studio

Grade 10 report card, original/ certified
true copy and photocopy. If Form 138 is
unavailable, Form 137 shall be
provided.

Grade 11 report card, original/ certified
true copy and photocopy. If Form 138 is
unavailable, Form 137 shall be
provided.

Junior High School

Senior High School




Grade 12 original report card (For
Senior High School graduates)

CLIENT STEPS

AGENCY

ACTION

Senior High School

FEES TO PROCESSI
BE PAID

NG TIME

PERSON

RESPONSI

BLE

Evaluate the

documents

submitted

based on the
1. Submit the printed ’o‘f,‘zﬁgi?g:;i
application form and TS
requirements at TAO ?Fo? BS '
Online Application Toutism
Portal: "
https://dione.batstate- :55:'80:?;5’
u.edu.ph/tao/#/applicati resenidi TAO
on P None 3 minutes

infirmary for Personnel
(For B hursing ?ne;gZLrement
applicants, contact and report to
College of Nursing and CABEIHM for
Allied Health Sciences e, Eor
(CONAHS) for the BS Nursiﬁ
schedule of interview.) applicantsg

advise to

proceed to

CONAHS for

interview.)
2. If admission testis | ~PPIOV®
not waived, take the PP ieauon TAO

; : ol online and None 2 hours

Entrance Examination oS o Personnel
on the scheduled date zche diile
3. Secure Admission
Results on the

Release
scheduled date through i . TAO
https://dione.batstate- gcei?l:'lstsmn hore 2 minutes Personnel
u.edu.ph/batstateucat/p ‘
ortal/#/.

2 hours
TOTAL: and 5
minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u. edu.ph.




@, ° CITIZEN'S CHARTER

MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through innovations
in education, multidisciplinary research,
and community and industry partnerships
in order to nurture the spirit of nationhood,
propel the national economy, and engage
the world for sustainable development

VISION
A premier national university that
develops leaders in the global
knowledge economy

2. ADMISSION FOR GRADUATE SCHOOL APPLICANTS (Face to Face
Transaction)

Description of the Service : Admission process for Graduate School applicants

Office of the Vice Chancellor for Academic Affairs —
Testing and Admission Office

Office or Division:

Classification: Simple
Type of
Transaction:

G2C-Government to Citizen

Who May Avail: College Graduates

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Filled Out Application Form (1 copy) Testing and Admission Office

('%I}’S:;’)E‘Wd Transcript of Records Registrar's Office from previous school

PERSON
RESPONSIBL
=

AGENCY FEES TO PROCESSI
ACTION BE PAID NG TIME

Receives filled
1. Submit filled out | out application

CLIENT STEPS

application form and form and TAO
evaluated evaluated None 3 minutes

; i Personnel
Transcript of Transcript of
Records (TOR). Records

(TOR).




Advise the

. applicant to
2. Pay Admission :
Test Igee at the pay the testing Al 5 minutes TS
CasFler's Office fee at the 250.00 Personnel
’ Cashier's
Office.
3. Secure schedule
of Graduate School Soheduls
Admission Test . : TAO
(GSAT) at Testing applicants for None 5 minutes Personnel
and Adrmission admission test.
Office.
4. Present the
official receipt at the Check the
Testing & presented : TAO
Admission Office on proof of heane # Dintes Personnel
the scheduled date payment.
of Examination.
5. Take the Administer,
Graduate School score and TAO
Admission Test interpret g e s Personnel
(GSAT). admission test.
8. Secure If qualified,
BeCTAE N . issue an . TAO
?:Tsltsrgt(i)gns’“p for Aol None 5 minutes Bersonncl
9 ' Slip.
2 hours
TOTAL.: and 20
minutes

For comments, suggestions and complaints, you may send it to arfahelpdesk@g.batstate-u.edu.ph




CITIZEN'S CHARTER

MISSION
A university committed to producing
leaders by providing a 21st century
learmning environment through
VISION innovations in education,
A premier national university that develops multidisciplinary research, and
leaders in the global knowledge economy  community and industry partnerships in
order to nurture the spirit of nationhood,
propel the national economy, and
engage the world for sustainable
development

3. ADMISSION FOR FOREIGN APPLICANTS (Face to Face Transaction)

Description of the Service : Admission process for Foreign applicants

Office of the Vice Chancellor for Academic Affairs —
Testing and Admission Office

Classification: Simple

Office or Division:

Type of Transaction: G2C-Government to Citizen

Who May Avail: Foreign Applicants
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Filled out application form Testing and Admission Office

Endorsement letter from External Affairs
Office/Office of the Vice Chancellor for
Development and External Affairs

External Affairs Office (EAO)

(OVCDEA)
PERSON
AGENCY FEES TO PROCESS
CLIENT:STERS ACTION  BE PAID ING TIME RESBF;_%NS'
Check
1. Secure endorsement f:bl:ri‘rlttet;(::nts External
from External Affairs q None Affairs
Office (EAQ) Andengdise Office
' applicant to
TAO.




2. Present endorsement

Review the

) endorsement
and other FEqLLBImSS and other None 2 minutes s
to Testing and : Personnel
Admission Office reqmre.ments
' of applicants.
Advise the
applicant to
3. Pay testing fee at the | pay the Php. 5 witniftes TAO
Cashier’s Office. testing fee at | 1800.00 Personnel
the Cashier's
Office.
4. Secure admission test | Issue test TAO
permit (college permit to None 2 minutes Birammn]
applicants). applicants.
Administer,
- score, and
5. Take Admission Test |. : TAO
on the scheduled date. mterprejt None 3 hours Personnel
admission
test.
If qualified,
issue notice
6. Secure Notice of %forllessemg to
Admission (college A Iigants TAO
applicants) or Admission ar?g None 3 minutes PErEEhnE)
slip (Graduate School) admission slip
for Registration. for Graduate
School
Applicants.
3 hours
TOTAL.: and 12
minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph




CITIZEN'S CHARTER

MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through

0 s
.- ‘a“ = = ’45*7

e e 1)
T

VISION innovations in education,
A premier national university that develops multidisciplinary research, and
leaders in the global knowledge economy community and industry

partnerships in order to nurture the
spirit of nationhood, propel the

national economy, and engage the

world for sustainable development

4. ADMISSION FOR COLLEGE TRANSFEREE APPLICANTS FROM OTHER
HIGHER EDUCATION INSTITUTIONS (Face to Face Transaction)

Description of the Service : Admission process for College Transferees from
other Higher Education Institutions

Office of the Vice Chancellor for Academic Affairs
— Testing and Admission Office

Office or Division:

Classification: Simple

Type of Transaction: G2C-Government to Citizen

Who May Avail: College students from other HEIs
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

College where the applicant
intends to apply

Filled out Application Form

Registrar's Office from previous

Evaluated Transcript of records (TOR) school

FEE
S

AGENCY TO PROCESSI ERSON

CLIENT STEPS RESPONSI

ACTION BE NG TIME
PAI
D

BLE




Review the

1. Submit filled out Z"Bj’i:aﬂ;‘on
application form and s Non ; TAO
. form and 3 minutes
evaluated Transcript of evaliisted - Personnel
Records (TOR). Transcript of
Records.
2. Secure schedule of
S o Schedule the Non . TAO
admission test for e 5 minutes
fansiress, admission test. e Personnel
Administer,
3. Take admission test on | score and Non B hours TAO
the scheduled date. interpret e Personnel
BatStateUCAT.
Receive
endorsement
4. Wait for the release of | of qualified Non TAO
evaluation results. applicants from | e Personnel
respective
colleges.
5. Secure Admission slip If qualified
for Registration from : T Non ; TAO
Testing and Admission ::gumﬁszgfe o e dminutes Personnel
Office. :
3 hours
TOTAL.: and 11
minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph




CITIZEN'S CHARTER

MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through
VISION innovations in education,
A premier national university that develops multidisciplinary research, and
leaders in the global knowledge economy  community and industry partnerships
in order to nurture the spirit of
nationhood, propel the national
economy, and engage the world for
sustainable development

4. ADMISSION FOR COLLEGE OF LAW APPLICANTS (Face to Face
Transaction)

Description of the Service : Admission process for College of Law

Office of the Vice Chancellor for Academic Affairs —
Testing and Admission Office

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

Office or Division:

Who May Avail: Any baccalaureate degree holder

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Filled Out Application Form (1 copy) College of Law

Evaluated Transcript of Record
(Bachelor's degree), (1 original, 1
photocopy)

Transcript of Record (Masteral/Doctoral),
if applicable (1 original, 1 photocopy)

Registrar's Office from previous
school

FEES PERSON
AGENCY PROCESS RESPONSI

TO BE
ACTION PAID ING TIME BLE

CLIENT STEPS




1. Submit filled out

application form, Check and
Transcript of Records evaluate None COL
and other requirements | requirements.
to College of Law.

Advise the
2. Pay Admission Test izsliﬁaent L Php TAO
gef}?csét s Caskiors testing feeat | 250.0 = GiHtes Personnel

‘ the Cashier's

Office.
3. Secure schedule for Schedule the TAO
BatStateU-Law School admission None 5 minutes PSS OHE]
Admission Test (LSAT) |test.
4. Present the official
receipt at the Testing Check the TAO
and Admission Office on | official receipt None 2 minutes Persaniinl
the scheduled date of presented.
Examination.

Administer,

score and
5. Take the Entrance interpret TAO
Examination at the BatStateU- None 2 hours BaaanTie]
scheduled date. Law School

Admission

Test (LSAT).

Receive

endorsement
6. Wait for the release of | of qualified MNone TAO
evaluation results. applicants Personnel

from College

of Law.
7. Secure admission !;Sq;’:g:?d' TAO
results from Testing and oy None 5 minutes
Adiricsion OMcs. Alesswn Personnel

Slip.

2 hours
TOTAL: and 17
minutes

For comments, suggestions and complaints, you may send it to arfahelpdesk@g.batstate-u.edu.ph
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MISSION
A university committed to producing
leaders by providing a 21st century
learing environment through
VISION innovations in education,
A premier national university that develops multidisciplinary research, and

leaders in the global knowledge economy  community and industry partnerships
in order to nurture the spirit of
nationhood, propel the national
economy, and engage the world for
sustainable development

4. ADMISSION FOR COLLEGE OF MEDICINE APPLICANTS (Face to Face
Transaction)

Description of the Service : Admission process for College of Medicine

Office of the Vice Chancellor for Academic Affairs —

Office or Division: Testing and Admission Office

Classification: Simple

Type of Transaction: G2C-Government to Citizen

Who May Avail: Graduate of any pre-medical courses

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Filled Out Application Form (1 copy) College of Medicine

Endorsement Letter College of Medicine
FEES PERSON

CLIENT STEPS i%ET:"gJ TO BE Tﬁgﬁﬁ;‘s‘g RESPONSI

PAID BLE

1. Submit filled out Receive

B endorsement

application form and | .

etter with fully . TAO
endorsement letter to . None 3 minutes
Testing and Admission accomplished Personnel

Application
Office. Form.




2. Secure schedule of

. Schedule the

Psychological Test from o , TAO
Testing and Admission fedST'SS'On None PANERDS Personnel
Office. '

Advise the

applicant to
3. Pay Testing Fee at the | pay the Php. & minifes TAO
Cashier’'s Office. testing fee at 300.0 Personnel

the Cashier's

Office.

Administer,
4. Take the score and TAO
Psychological Test at interpret None 3 hours Pareonndl
the scheduled date. Psychological

Test.

Receive

endorsement
5. Wait for the release of | of qualified NoHE TAO
evaluation results. applicants Personnel

from College

of Medicine.
6. Secure admission :;Sq;":';ffd’ TAO
results from Testing and e None 5 minutes
Adwilesion Office. Ac_lmlssmn Personnel

Slip.

3 hours
TOTAL: and 18
minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph




CITIZEN'S CHARTER

MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through
VISION innovations in education,
A premier national university that develops multidisciplinary research, and
leaders in the global knowledge economy community and industry partnerships
in order to nurture the spirit of
nationhood, propel the national
economy, and engage the world for
sustainable development

g o .j_?'

"M w rl‘\"

1. ADMISSION FOR COLLEGE APPLICANTS (Online Transaction) As of
January 2020

Description of the Service : Online admission for incoming First Year College

Office of the Vice Chancellor for Academic Affairs —

Office or Division: Testing and Admission Office

Classification: Simple

Type of Transaction: G2C-Government to Citizen

Senior High School Graduating students and
Who May Avail: graduates who have not enrolled in any
College/Universi

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Printed Application Form http://dione.batstate-
u.edu.ph/tao/#/application

2 recent 2" x 2” pictures of good quality,

white background. Photo Studio

Grade 10 report card, original/ certified

true copy and photocopy. If Form 138 is Junior High School
unavailable, Form 137 shall be provided.

Grade 11 report card, original/ certified
true copy and photocopy. If Form 138 is Senior High School
unavailable, Form 137 shall be provided.




Grade 12 original report card (For Senior

High School graduates) Senior Hghr Schioal

FEES
AGENCY TO PROCESSI
ACTION BE NG TIME
PAID

PERSON
RESPONSIB
o

CLIENT STEPS

Evaluate the
documents
submitted
based on the
; ; i ts
1. Submit the printed requtsmen
application form and 0{, ;h?ac::lc;sen
requirements at TAO ?Fo? BS '
Online Application Tourism
Portal: .
https://dione.batstate- :gs:;a? ;s,
u.edu.ph/tao/#/applicatio proceed to TAO
: infirmary for None | 3 minutes Personnel
: height
(rer BoNursing m;gsurement
applicants, contact ahi) TOBGI 16
College of Nursing and C ABEIFI)-IM tor
Allied Health Sciences T iy
(CONAHS) for the BS Nu rsiﬁ g
schedule of interview.) applicants,
advise to
proceed to
CONAHS for
interview.)
2. Secure Admission
Results on the Beladsn
scheduled date through ekt ctor Mo s D otnitas TAO
https://dione.batstate- Result Personnel
u.edu.ph/batstateucat/po d
rtal/#/.
TOTAL: 5 minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph




CITIZEN'S CHARTER

MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through

VISION innovations in education,
A premier national university that develops multidisciplinary research, and
leaders in the global knowledge economy community and industry

partnerships in order to nurture the
spirit of nationhood, propel the

national economy, and engage the

world for sustainable development

2. ADMISSION FOR GRADUATE SCHOOL APPLICANTS (Online
Transaction) As of January 2020

Description of the Service : Online admission process for Graduate School
applicants

Office of the Vice Chancellor for Academic Affairs
— Testing and Admission Office

Office or Division:

Classification: Simple

Type of Transaction: G2C-Government to Citizen

Who May Avail: College Graduates

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Filled Out Application Form (1 copy)

Recommendation Letters (3) https://bit.ly/3DvU3T5

Personal statement describing the
purpose and career objectives

Registrar's Office from previous

Transcript of Records (TOR) school

FEES PERSON

AGENCY TO PROCESSI RESPONSIB

CLIENT STEPS ACTION BE NG TIME =

PAID




1. Secure application form | Provide link
and recommendation letter | for
template. downloadable e
application .
foﬂ% and Nang | 2 mnuies Personnel
recommendati
on letter
template.
2. Submit filled out Check and
application form and other | evaluate the
requirements to respective | submitted Kone Colleges
colleges for evaluation. requirements. e
3. Wait for the admission | If the
slip to be sent by TAO thru | applicant is
email. qualified and 3 working
endorsed by days after TAO
the college, None college ParsORIE]
issue an endorseme
Admission nt
Slip thru
email.
3 working
TOTAL: days and 2
minutes

For comments, suggestions and complaints, you may send it to arfahelpdesk@g.batstate-u.edu.ph




CITIZEN'S CHARTER

MISSION
A university committed to producing
leaders by providing a 21st century
leaming environment through

VISION _ innovations in education,
A premier national university that develops multidisciplinary research, and
leaders in the global knowledge economy community and industry

partnerships in order to nurture the
spirit of nationhood, propel the

national economy, and engage the

world for sustainable development

3. ADMISSION FOR FOREIGN APPLICANTS (Online Transaction) As of
January 2020

Description of the Service : Online admission process for Foreign applicants

Office of the Vice Chancellor for Academic Affairs

Office or Division: — Testing and Admission Office

Classification: Simple

Type of Transaction: G2C-Government to Citizen

Who May Avail: Foreign Applicants
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Filled Out Application Form (1 copy)
www.batstateu.edu.ph

Other requirements set by External Affairs
Office (EAQ)/Office of the Vice Chancellor ;

for Development and External Affairs Fxtemal Afiairs Office (EAQ)
OVCDEA

FEE
S
AGENCY TO PROCESSI RFI’EESIIRD%?J';I
ACTION  BE NG TIME
BLE
PAI
D

CLIENT STEPS




Provide link for

" downloadable | Non ! TAO

1. Secure application form. application & 2 minutes Bersonrel

form.
2. Fill out application form. Ngn 2 minutes
3. Submit filled out
Application Form and other
requirements to External Che;ck tand N Ex I
Affairs Office (EAO) /Office | SVauale o | 2minutes | o O T
of the Vice Chancellor for subrr_utted e als ke
Development and External e i -
Affairs (OVCDEA)

If the applicant

is qualified and

endorsed by

the college, .

issue notice of 33‘”?:;3
4. Wait for the admission | passing to Mon | an dyorseme TAO
slip to be sent by TAO thru | College

j : e nt was Personnel

email. Applicants and recsiiad

admission slip from EAO

for Graduate

School

Applicants thru

email.

3 working
TOTAL.: days and 6
minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph




- "CITIZEN'S CHARTER

< "'Hu Il'l'i'“

MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through

VISION innovations in education,
A premier national university that develops multidisciplinary research, and
leaders in the global knowledge economy community and industry

partnerships in order to nurture the
spirit of nationhood, propel the

national economy, and engage the

world for sustainable development

4. ADMISSION FOR COLLEGE TRANSFEREE APPLICANTS FROM OTHER
HIGHER EDUCATION INSTITUTIONS (Online Transaction) As of January
2020

Description of the Service : Online admission process for College Transferees
from other Higher Education Institutions

Office of the Vice Chancellor for Academic Affairs

Office or Division: — Testing and Admission Office

Classification: Simple

Type of Transaction: G2C-Government to Citizen

Who May Avail: College students from other HEls

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

: L BatStateU Registrar's Office
Filled Out Application Form (1 copy) (registrar.pb@g.batstate-
u.edu.ph)

Registrar's Office from previous

Transcript of records (TOR) school

FEE

S

TO PROCESSI
BE NG TIME
PAI

D

PERSON
RESPONSI
BLE

CLIENT STEPS




Provide link for

1. Secure application form. gg\gl?;gggﬁble Ngn 2 minutes = e;ﬁgn o
form.
2. Fill out application form. Ngn 2 minutes
3. Submit filled out
application form and ChEICk tand N
Transcript of Records evg e d ON | 3 minutes Colleges
(TOR) to respective ay nytte e
colleges. requirements.
If the applicant 3 working
is qualified and days after
4. Wait for the admission | endorsed by Nop endorseme TAO
slip to be sent by TAO thru | the college, nt was
; : e ; Personnel
email. issue an received
Admission Slip from
thru email. Colleges
3 working
TOTAL.: days and 7
minutes

For comments, suggestions and complaints, you may send it to arfahelpdesk@g.batstate-u.edu.ph




ITIZEN'S CHARTER

MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through
VISION innovations in education,
A premier national university that develops multidisciplinary research, and
leaders in the global knowledge economy  community and industry partnerships in
order to nurture the spirit of nationhood,
propel the national economy, and
engage the world for sustainable
development

5. ADMISSION FOR COLLEGE OF LAW APPLICANTS (Online Transaction)
As of January 2020

Description of the Service : Online admission process for College of Law

Office of the Vice Chancellor for Academic Affairs —

Office or Division: Testing and Admission Office

Classification: Simple

Type of Transaction: G2C-Government to Citizen

Who May Avail: Any baccalaureate degree holder

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Filled Out Application Form (1 copy)
www.batstateu.edu.ph

Recent 2" x 2” pictures of good quality,

white background (2 copies) Photo Studio

Transcript of Record (Bachelor's degree),
(1 original, 1 photocopy) Registrar's Office from previous
Transcript of Record (Masteral/Doctoral), school

if applicable (1 original, 1 photocopy)

Birth Certificate (1 original, 1 photocopy)

Philippine Statistics Office




Marriage Certificate, if female and married

(1 original, 1 photocopy)

Philippine Statistics Office

Honorable Dismissal

Registrar's Office from previous
school

PERSON
AGENCY PROCESSI
CLIENT STEPS RESPONSI
ACTION NG TIME BLE
Provide
1. Secure application downloadable . TAO
form. application None 2ininutes Personnel
form.
2. Fill out application Kionc 9 trititen
form.
3. Submit filled out
application form and g:;ﬁ;taend - College of
other requirements (TOR) - - Law
to College of Law. q '
‘ Schedule
4. Pr.esent the Ofﬁ(.:'al applicants for Php. ; TAO
receipt at the Testing and adpiiGsiGn 250.0 2 minutes Bersahtiel
Admission Office. ’
test.
Record the TAO
5. Sign in the logbook. attendance of None 1 minute Personnel
applicant.
Administer,
score and
6. Take the Entrance interpret TAO
Examination at the BatStateU- None 2 hours Paisofitiel
scheduled date. Law School
Admission

Test (LSAT).




3 working

; s If qualified, days after
ol forlhe pdmieson issuean | | . |endorseme | TAC
thrFL ozl y Admission Slip nt was Personnel
' thru email. received
from COL.
3 working
] days 2
T0IAL: hours and
7 minutes

For comments, suggestions and complaints, you may send it to arfahelpdesk@q.batstate-u.edu.ph




CITIZEN'S CHARTER

MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through innovations
in education, multidisciplinary research,
and community and industry partnerships
in order to nurture the spirit of nationhood,
propel the national economy, and engage
the world for sustainable development

VISION
A premier national university that
develops leaders in the global
knowledge economy

6. ADMISSION FOR COLLEGE OF MEDICINE APPLICANTS (Online
Transaction) As of January 2020

Description of the Service : Online admission process for College of Medicine

Office of the Vice Chancellor for Academic Affairs —

Office or Division: Testing and Admission Office

Classification: Simple

Type of
Transaction:

Who May Avail: Graduate of any pre-medical courses

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

G2C-Government to Citizen

College of Medicine

Filled Out Application Form (1 copy) com.pb@g.batstate-u.edu.ph

Other requirements set by College of College of Medicine
Medicine com.pb@g.batstate-u.edu.ph

PERSON
RESPONSIB
I

CLIENT STEPS AGENCY FEES TO PROCESSI

ACTION BE PAID NG TIME

Provide
downloadable None 2 minutes TAG
application form.

1. Secure

application form. Personnel




2. Fill out

application form. None < mmutes
3. Submit filled out
application form
and other gyjﬁ:tind Nk College of
requirements reidiremsgi Medicine
(TOR) to College of | €9 '
Medicine.
4. Present the
official receipt for
the payrientof Ssgﬁg:r:fs for Fhp. 2 minutes b
testing fee at aclinibsion tast 300.0 Personnel
Testing & '
Admission Office.
g Record the
5. Sign in the . TAO
loghook. atter]dance of None 1 minute Personnel
applicant.
6. Take the Administer,
Entrance :;-;cf[ore a?d N 3h TAO
Examination atthe | cPret B e Personnel
scheduled date Fsychotogical
) Test.

3 working
7. Wait for the If qualified, days after
admission slip to issue an MNoia endorsemen TAO
be sent by TAO Admission Slip t was Personnel
thru email. thru email. received

from COM

3 working

. days, 3
Ll hours and
7 minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph




CITIZEN'S CHARTER

MISSION
A university committed to producing leaders by providing a 21st
: : . : VISION century learning environment through innovations in education,
A premier national university that develops leaders in the global multidisciplinary research, and community and industry
knowledge economy partnerships in order to nurture the spirit of nationhood, propel
the national economy, and engage the worid for sustainable
development

COLLECTION OF TUITION AND OTHER FEES
This is a cashiering service. Enrolment-related fees are received by Cashier.
Office or Division: Cashier's Office - Main
Classification: Simple
Type of Transaction: G2C - Government to Citizen
Who May Avail: Students, Parents, or Authorized Representatives
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Assessment Form (during enroliment) Integrated School - Department

Graduate School - Department / Online Enrollment

2. Registration Form & Payment Slip (after enroliment) Assessment Office

FEES TO BE

CLIENT STEPS AGENCY ACTION PAID PROCESSING TIME PERSON RESPONSIBLE

Fees depend
on amount of
assessment for
IS; 500/unit for
1. Checks and verifies masteral;
assessment form/  payment slip |700/unit for
doctoral;
1100/unit for
law; or as
assessed

1. Pays tuition and other fees 3 mins. Cashier's Staff

2. Accepts payment thru the

i taff
following options Cashier's Sta

a. Over the counter
transaction or direct payment to Cashier's Staff
the Cashier's Office

b. Through On-coll deposit to

BSU Landbank Account Cashier's Staff

c. through online/ internet, log

on to :
ff
hitps://epaymentportal landbank.c esiers Sia
om
3. Issues receipt Cashier's Staff
TOTAL: (per .
assessment) ik

For comments, suggestions and complaints, you may send it to arfahelpdesk@gq.batstate-u.edu.ph .

LEADING INNOVATIONS, TRANSFORMING LIVES

Page 1




MISSION
A university committed to producing leaders by providing a 21st

; . v VISION . century leaming environment through innovations in education,
A premier national university that develops leaders in the global multidisciplinary research, and community and industry

knowledge economy partnerships in order to nurture the spint of nationhood, propel
the national economy, and engage the world for sustainable
development

COLLECTION OF PAYMENT FOR TOR, DIPLOMA, CERTIFICATION, HONORABLE DISMISSAL,

2nd COPY REG FORM, ID REPRINT, AUTHENTICATION, GRADUATION FEE, RESERVATION, GOOD MORAL,
VEHICLE STICKER, FORM 137, EXAM FEE, RETURN OF CA, LIGHT & WATER, PERFORMANCE BOND,
COMPREHENSIVE EXAM, DORM RENTAL, BIDDING DOCUMENTS, BID SECURITY, LIBRARY FINE,

HOSTEL ACCOMODATION, SALE OF SCRAP MATERIALS, ETC.

This is a cashiering service. Payments for the processing of these documents are received by the cashier.

Office or Division: Cashier's Office - Main

Classification: Simple

Type of Transaction: G2C - Government to Citizen

Who May Avail: Students, Parents, Alumni, Suppliers, Contractors or

Authorized Representative, BSU Personnel
CHECKLIST OF REQUIREMENTS

1. Clearance Form - for Transcript, Diploma & Honorable Dismissal Assessment Office

2. Request Slip from the Registrar's Office Registrar's Office

3. Payment Slip or Order of Payment ACCOUNTING / RGO / BAC / Dormitory / GS Department / OSAS

GSO/TAO/ HOSTEL / LIBRARY Procurement & Property Office

WHERE TO SECURE

4. Payment (cash, check, etc.)

CLIENT STEPS AGENCY ACTION FEEgATIg BE  PROCESSING TIME PERSON RESPONSIBLE

1.Transcript of
1. Checks and verifies order of |Records -

payment or clearance form and Php50.00/ 3 mins. Cashier's Staff
the request slip. page

1. Pays other fees (e.g. Transcript of
Records, Diploma, Certification,
Honorable Dismissal, Return of Cash,
Advance, Bidder's Bond, etc.)

2. Diploma -
Php400.00

3.Certification -
Php30.00/
page

4. Honorable
Dismissal -
Php100.00

5. 2nd copy
Reg Form
Php15.00

6. ID reprint -
Php180.00

T:
Authentication -
Php20.00/
page

8. Graduation
fee (1S) - Php
300.00/GS
Php1,000.00

9. Reservation
(IS) - Php 3000
10. Good

Moral -
Php30.00

11. Vehicle
Sticker -
Php100.00

12. Form 137 -
Php100.00

13. Exam Fee
IS&GS -
Php250.00

2. Accepts payment

Page 2




14. Return of
Cash Advance,
depends on the
amount
assessed for
return

15. Light and
Water -
depends on
assessment; on
current bill

16. Performance
Bond, depends
on project ABC

17.
Comprehensive
Exam; Php
1,000.00 for
masteral; Php
1,500 for doctoral

18. Dorm
Rental - Php
2,000.00 per
month

19. Bidding
Documents- as
assessed
based on
project ABC

20. Bid Security
- as assessed
based on
project ABC

21. Library Fine
Php 10.00 per
book a day of
delay of return
of book or
material

22. Hostel
Accomodation -
depends on the
room

23. Sale of
Scrap
Materials; as
per cost of
sales

TOTAL:| (as assessed) 3 mins.

For comments, suggestions and complaints, you may send it to artahelpdesk@ag.batstate-u.edu.ph .

LEADING INNOVATIONS, TRANSFORMING LIVES

Page 3




CITIZEN'S CHARTER

MISSION
A university committed to producing leaders by providing a 21st
VISION century learning environment through innovations in education,
A premier national university that develops leaders in the global multidisciplinary research, and community and industry

knowledge economy partnerships in order to nurture the spirit of nationhood, propel
the national economy, and engage the world for sustainable
development

RELEASING OF CHECKS

This is a disbursing service, Checks for payment of obligations of the University are claimed at the cashier.
Office or Division: Cashier's Office - Main
Classification: Simple
Type of Transaction: G2C - Government to Citizen
Who May Avail: Students, Parents, BSU Personnel, Suppliers, Contractors or
Authorized Representative
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. 1D (or any proof of identify with picture and signature) Claimant & Authorized Representative
2. Official Receipt (for suppliers; evidence of delivery) Claimant
3. Authorization Letter, if representative claims on behalf of claimant Authorized Representative

FEES TO BE

CLIENT STEPS AGENCY ACTION PAID PROCESSING TIME PERSON RESPONSIBLE

1. Checks and verifies the identity
of the claimant by requesting
proof of identity like ID Card and
1. Claims checks from the issuing staff of |authorization letter, if check is
the office claimed by a representative.

In addition, requests for the
official receipt if the claimant is a
supplier.

None 5 mins Cashier's Staff

2. Before releasing the check,
requires claimant to sign the
disbursement voucher, and
logbook; take a picture of the None 5 mins Cashier's Staff
claimant and the issued check;
and get the official receipt issued
by suppliers or contractors

TOTAL: None 10 mins

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph .

LEADING INNOVATIONS, TRANSFORMING LIVES

Page 4
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J: CITIZEN'S CHARTER

Office or Division:
Classification:

Type of Transaction:
Who May Avail:

APPROVAL OF REQUEST FOR DOCUMENTATION OF MAJOR UNIVERSITY EVENTS AND ACTIVITIES

PUBLIC RELATION OFFICE

Simple

G2C ~ for services whose client is the transacting public

CHECKLIST OF REQUIREMENTS

CLIENT STEPS

Invitation/programme or equivalent document

AGENCY ACTION

Internal and External Stakeholders

Unit;sponsor

FEES TO
BE PAID

PROCESSING TIME

WHERE TO SECURE

PERSON
RESPONSIBLE

Receipt of
1. Submit inivtation/ invitation/communication : Public Relations
communication letter letter from concerned L 5 minutes Director / Staff

office/college/campus

Preparing the materials
9. Provdile matenals 1 be needded for documentation
used f'c):r documentation such as camera, tripod, bone 1-2hours B

laptop, recorded, pen and

natenad

. Performing documentation Depends on the

3&2@3’:::%”'"8"@“0“ procedures during an None |duration of the Actual Staff
P event/activity Activity
4 Preparation of news and gmgmg w&gﬁgauﬁdpa
photos for approval of PR Director / Sniversity None 2-4 hours Staff
Director / University President President

Seeking the approval of the
5. Approval of the news and |PR Director / University
photos by the PR Director/  |President. If not approved, None 2 hours Staff
University President will edit and seek approval

again
6. Post news and photos on ngfolgolzﬁhlegﬁigggi
University website/social P bl ial 3 None 1 hour Staff
necha dconinis website and social meida

accounts

TOTAL:| None 1-2 days

For comments, suggestions and complaints, you may send it to artahelpdesk@q.batstate-u.edu.ph .

LEADING INNOVATIONS, TRANSFORMING LIVES

Page 1
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* CITIZEN'S CHARTER

ORGANIZING PUBLIC RELATIONS EVENTS/ACTIVITIES

Office or Division:

PUBLIC RELATION OFFICE

Classification:

Simple

Type of Transaction:

G2C - for services whose client is the transacting public

Who May Avail;

CLIENT STEPS

1. Informs the office abour the

AGENCY ACTION

Internal and External Stakeholders
CHECKLIST OF REQUIREMENTS

FEES TO

BE PAID

PROCESSING TIME

WHERE TO SECURE

PERSON
RESPONSIBLE

Public Relations

events or the activity to be Verifies the information None 1-2 hours A
conikictad Director / Staff
2. Provides the details for the |Prepares the proposal for Noe i da Public Relations
proposal the acitivity Y Director / Staff
Public Relations
Director / Staff / VP for
3. Coordinates with the office |Seeks the approval of the Development and
for the approval of the authority for the None 1 week External Affairs / VP
proposal event/activity for Administration and
Finance / University
President
4. Follows up the materials of |Coordinates with the
procured in case the Procurement Office for the None i da Public Relations
event/activity is internally materials needed for the y Director/ Staff
funded activities
5. Cooperates with the office : :
. i Depends on the Public Relations
during the conduct of Conducts the activity/event : ’
activity/event on the on the scheduled time None durat:or;oé the et Dlregt%réessteg;ffaia;tner
scheduled time Ay y
Posting the news and
6. Post news and photos on : ;
. . : : hotos on the University
University website/social . . None 1 hour Staff
medla accourits website and social meida
accounts
TOTAL:] None 1-2 days

For comments, suggestions and complaints, you may send it to artahelpdesk@q.batstate-u.edu.ph .

LEADING INNOVATIONS, TRANSFORMING LIVES

Page 2




VISION
A premier national university that develops leaders in the

global knowledge economy

" CITIZEN'S CHARTER

MISSION
A university committed to producing leaders by providing a
21st century learning environment through innovations in
education, multidisciplinary research, and community and
industry partnerships in order to nurture the spirit of
nationhood, propel the national economy, and engage the
world for sustainable development

Office or Division:
Classification:

Type of Transaction:
Who May Avail:

1.Issuance Of Certificate Of Employment & Service Record
The Certificate of Employment & Service Record is issued to both employed and formerly employed Faculties and |
Employees. A Certificate of employment contains position, office, duration of employment, salary and purpose,
while a service record contains detailed information of appointment and the purpose.

KN

Human Resource Managerﬁent Office - Central

Simple

G2C — Government to Citizen

CHECKLIST OF REQUIREMENTS

or Service Record

For currently employed:
Online Request of Certificate of Employment

Faculty, Employees and Separated Faculty and Employees
*Service record is not applicable for Part-time Facul

' For currently employed:

& Job Order |

WHERE TO SECURE

Accomplish online form athttp://dione.batstate-
u.edu.ph/employee

For former employee:

CLIENT STEPS

Fully accomplished request slip for separated
faculty and employee(1 original copy)
Accomplished Clearance for separated faculty
and employee (1 original copy)

AGENY ACTION

For former employee:

Human Resource Management Office —
Employment Record Section

Human Resource Management Office —
Employment Record Section and/or Compensation
& Relations Section

FEESTO PROCESSING PERSON

BE PAID TIME

1.For currently
employed: File online
request through
employee portal

For former employee:
Fill out request slip (for
separated faculty
&employee)

* Make sure that you
are cleared from all the
liabilities in the
University

1. Check, verify
&approve submitted
request slip on
Human Resource
Management
System.

Check if he/she is
cleared from all the
liabilities.

Issue request slip to
the separated
faculty or employee.

RESPONSIBLE

Employment
Record Staff/
Compensation&
Relations Staff,
Human Resource |
Management
Office

None 10minutes

Page 1




2. Submit the fully 2. Print the HRMS Employment ‘
accomplished request | submitted request Record Staff/ |
slip slip. Compensation& ‘
None 5 minutes Relations Staff,
Receive & verify the Human Resource |
completeness of the Management
submitted form. - _ ~ Office
3. Receive the 3. Notify the request
certificate of or as to the
employment/service readiness of the Employment
record. certificate/ service Record Staff/
record through Compensation&
HRMS. None 5 minutes Relations Staff,
Human Resource
Release the Management
certificate of Office
employment/ service
- record. -
TOTAL: None 20 minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@g
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MISSION
A university committed to producing leaders by providing a
VISION 21st century learning environment through innovations in
A premier national university that develops leaders in the education, multidisciplinary research, and community and
global knowledge economy industry partnerships in order to nurture the spirit of

nationhood, propel the national economy, and engage the
world for sustainable development

2.Receiving of Application Documents
Application Documents are received from applicants for short listing. These are evaluated and
counterchecked with the qualifications of the vacant position/s to be filled up.

Office or Division: Human Resource Management Office - Central

Classification: Simple
Type of Transaction: G2C - Government to Citizen
Who May Avail: Non-Teaching Applicants (regardless of status)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Application Letter addressed to the University ,

President | AP?"??N_CO"?_BT?@

Updated resume and curriculum vitae Applicant concerned . fl
Official Transcript of Records Applicant concerned '

Certificate/s of Employment (if there is

any) Applicant concerned |
Certificate/s of Seminars and Trainings . |
Attended (if there is any) Appicant toncEmed
Certificate/s of Eligibility (if there is any) Applicant concerned
FEES TO PROCESSING PERSON

CLIENT STEPS AGENY ACTION BE PAID TIME RESPONSIBLE
For application Acknowledge and
documents submitted | receive application
online: documents.
Send with a single pdf :
file at Check if the gjgg;;;";:ﬂa
recruitment.central@g. |documents are Placement Staff
batstate-u.edu.ph complete or if None 10minutes Human Resouroé

he/she has complied Management

For application with all the Office — Central
documents submitted |necessary Administration
physically in the office: |documents for
Submit to any HRMO- | application.
Central Administration

Staff

Page 3




Reply/ Inform them
if he/ she has
incomplete
documents.

TOTAL: None 20 minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@q.batstate-u.edu.ph.

LEADING INNOVATIONS, TRANSFORMING LIVES\_

Page 4




VISION
A premier national university that develops leaders in the

global knowledge economy

MISSION

A university committed to producing leaders by providing a
21st century learning environment through innovations in
education, multidisciplinary research, and community and

industry partnerships in order to nurture the spirit of
nationhood, propel the national economy, and engage the
world for sustainable development

Office or Division:
Classification:

Type of Transaction:
Who May Avalil:

1.Issuance Of Certificate Of Employment & Service Record
The Certificate of Employment & Service Record is issued to both employed and formerly employed Faculties and |
Employees. A Certificate of employment contains position, office, duration of employment, salary and purpose,

while a service record contains detailed information of appointment and the purpose.

=

Human Resource Management Office- Pab_!@ B_p_rbon

Simple

G2C — Government to Citizen

CHECKLIST OF REQUIREMENTS

For currently employed:

or Service Record

Online Request of Certificate of Employment

Faculty, Employees and Separated Faculty and Empldyéés
*Service record is not applicable for Part-time Facul
WHERE TO SECURE

For currently employed:

Accomplish online form athttp:/dione.batstate-

u.edu.ph/employee

& Job Order

For former employee:

CLIENT STEPS

1.For currently
employed: File online
request through
employee portal

For former employee:
Fill out request slip (for
separated faculty
&employee)

* Make sure that you
are cleared from all the
liabilities in the
University

Fully accomplished request slip for separated
faculty and employee(1 original copy)
Accomplished Clearance for separated faculty
and employee (1 original copy)

AGENY ACTION

1. Check, verify
&approve submitted
request slip on
Human Resource
Management
System.

Check if he/she is
cleared from all the
liabilities.

Issue request slip to
the separated
faculty or employee.

For former employee:

Human Resource Management Office —
Employment Record Section

Human Resource Management Office —
Employment Record Section and/or Compensation

& Relations Section

FEES TO PROCESSING

BE PAID TIME

None

10minutes

PERSON
RESPONSIBLE

Employment
Record Staff/
Compensation&
Relations Staff,
Human Resource
Management
Office

Page 1




2. Submit the fully 2. Print the HRMS Employment

accomplished request | submitted request Record Staff/

slip slip. Compensation&

None 5 minutes Relations Staff,
Receive & verify the Human Resource
completeness of the Management
B | submitted form. B o Office

3. Receive the 3. Notify the request

certificate of or as to the |

employment/service readiness of the Employment |

record. certificate/ service Record Staff/
record through Compensation& |
HRMS. None 5 minutes Relations Staff, |

Human Resource |

Release the Management
certificate of Office
employment/ service

ful = record. I A ==
TOTAL: None 20 minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.p
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MISSION
A university committed to producing leaders by providing a
. . . W_S’ON ) 21st century learning environment through innovations in
A premier national university that develops leaders in the education, multidisciplinary research, and community and
global knowledge economy industry partnerships in order to nurture the spirit of
nationhood, propel the national economy, and engage the
world for sustainable development

' 2.Receiving of Application Documents
Application Documents are received from applicants for short listing. These are evaluated and |
counterchecked with the qualifications of the vacant position/s to be filled up. .

Office or Division: Human Resource Management Office — Pablo Borbon

Classification: Simple
Type of Transaction: G2C - Government to Citizen
Who May Avail: Non-Teaching Applicants (regardless of status)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Application Letter addressed to the University g

Brasidarit | Applicant concerned k
Updated resume and curriculum vitae Applicant concerned

Official Transcript of Records Applicant concerned

Certificate/s of Employment (if there is
any)

Certificate/s of éeminars and Trainin_gs |
Attended (if there is any)

Applicant concerned

Applicant concerned

Certificate/s of Eligibility (if there is any) Applicant concerned
Certificate/s of Membership (for teaching Applicant concerned
applicants) if there is any
Copylies of Published Book/ Journal/ Applicant concerned
Article (for teaching applicants) if there
is any
FEES TO PROCESSING PERSON

CLIENT STEPS AGENY ACTION BE PAID TIME RESPONSIBLE
For application Acknowledge and
documents submitted | receive application Recruitment,
online: documents. Selection and
Send with a single pdf Placement Staff,
file at Check if the None 10minutes Human Resource
recruitment.central@g. |documents are Management
batstate-u.edu.ph complete or if Office — Central

he/she has complied Administration

For application with all the
documents submitted |necessary

Page 3




physically in the office: |documents for
Submit to any HRMO- | application.
Central Administration
Staff

Reply/ Inform them
if he/ she has
incomplete
documents.

TOTAL: None 20 minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph.
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Republic of the Philippines
BATANGAS STATE UNIVERSITY
Pt Batangas City
OFFICE OF THE DIRECTOR FOR EXTERNAL AFFAIRS

Telephone No. + 63 (043) 980-0385 loc. 1143
E-mail Address: externalaffairs.central(@g.batstate-u.edu.phWebsite: http://www batstate-u.edu.ph

CITIZEN’S CHARTER 2021

Assistance to current and incoming Foreign Students with the enroliment process.
Office or Division: External Affairs Office

Classification: Simple

INLERGRRELEEEIBGEE G2C — Government to Citizen

Who May Avail: Foreign Students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Passport Bio-page Department of Foreign Affairs - Country of Origin
Transcript of Records Ministry of Education in their Country of Origin
Diploma University last attended

Good Moral Certificate Ministry of Education in their Country of Origin
Police Clearance Government Agency in their Country

Birth Certificate Government Agency in their Country

Honorable Dismissal
(for Masters and Doctoral Degree)

Accomplished Application Forms BatStateU - External Affairs Office
Certificate of Acceptance BatStateU - Registrar

CHED endorsement .
(for transferees and change of course) CHED, Quezon City

Bureau of Quarantine Medical Clearance

University last attended

Bureau of Quarantine, Manila

(extension)
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION -0 TIME RESPONSIBLE

Inquiries on the Hands out brochure
availability of courses | and list of Director
desired and requirements None 1-2 Hours EAO Staff
requirements for needed for
admission enrolment.

Collects documents
Submits original and faor:de:,ﬁﬁgﬁ cr::‘ents
Copiasiof gocumerts Referral to Testing None 2 Days LBear
and other aind AdFvasion EAO Staff
requirements Office for

examination.

Endorses the
Assist Foreign student to Registrar. Biractor
students for the Assist for the None 1-2 Days EAO Staff
enrolment procedure | Assessment of

Fees.

TOTAL:

For comments, suggestions and compliants, you may send it to artahelpdesk@g.batstate-u.edu.ph.




Republic of the Philippines

BATANGAS STATE UNIVERSITY

Batangas City

OFFICE OF THE DIRECTOR FOR EXTERNAL AFFAIRS
Telephone No. + 63 (043) 980-0385 loc. 1143
E-mail Address: externalaffairs.central@g.batstate-u.edu.phWebsite: http://www.batstate-u.edu.ph

Assistance to Foreign and Local Students with: Renewal of Visa, Extension of Tourist Visa or Student
Visa, Conversion of Tourist Visa to Student Visa, Downgrading of Visa and Application of Visa (for

Office or Division:
Classification:

Type of Transaction:
Who May Avail:

SIAP — Student Internship Abroad Program).

External Affairs Office

Simple

G2C - Government to Citizen

CHECKLIST OF REQUIREMENTS

Passport Bio-page

Foreign and Local Students
WHERE TO SECURE

Department of Foreign Affairs - Country of Origin

Transcript of Records

Higher Education in their Country of Origin

Accomplished Application Forms

BatStateU - External Affairs Office

Certificate of Acceptance

BatStateU - Registrar

CHED endorsement

(for transferees and change of course)

CHED, Quezon City

Bureau of Quarantine Medical Clearance

(extension)

Bureau of Quarantine, Manila

Photocopy of Bl school accreditation 1D

BatStateU - External Affairs Office

FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
Special Study
Collects requirements E;" gtmEEx:evnsmn
for Renewal/ Collects documents Co nvue rgir:) " f;a i Days Director
Extension/ Conversion | and requirements. Tourist Vi y EAO Staff
of Visa ourist Visa to
Student Visa
(May vary)
Checks the
requirements and
. documents submitted
Checks and submit the "
by the students and Director
gﬁg”m':;es?;ﬁ e orepares them for None 1-2 Days EAO Staff
submission to the
Bureau of
Immigration.
Updates on the
. availability of the
Waits for the release .
. passport from Bureau Director
of the visa and/or the of Immigration. Once None 2-4 Weeks EAO Staff

passport

available, proceeds to
pick up the passport.

TOTAL :

For comments, suggestions and complaints, you may send it to artahelpdesk@g. batstate-u.edu.ph.




Republic of the Philippines
. BATANGAS STATE UNIVERSITY
o Batangas City
OFFICE OF THE DIRECTOR FOR EXTERNAL AFFAIRS

Telephone No. + 63 (043) 980-0385 loc. 1143
E-mail Address: externalaffairs.central@g. batstate-u.edu.phWebsite: hitp://www batstate-u.edu ph

Assistance to Foreign and Local Students with: Immigration Clearance, CHED Endorsement and
Embassy Clearance.
Office or Division: External Affairs Office
Classification: Simple
IDEIRNELEERIGLEN G2C — Government to Citizen
Who May Avail: Foreign Students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Passport Department of Foreign Affairs - Country of Origin
Transcript of Records Higher Education in their Country of Origin
Accomplished Application Forms BatStateU - External Affairs Office

Certificate of Acceptance BatStateU - Registrar

CHED Endorsement (For Transferees) CHED, Quezon City

(Bgl):::&:‘ugoz; Quarantine Medical Clearance Bureau of Quarantine, Manila

Photocopy of Bl school accreditation ID BatStateU - External Affairs Office

FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

CLIENT STEPS AGENCY ACTION

Collects documents
and requirements for | Clearance

Collects the Immigration Fees 3-5 Davs Director
documents needed Clearance / CHED collected, if y EAO Staff
endorsement or any
Embassy clearance
Checks
Submit application of requirements and Director
clearance or documents and None 1-2 Days EAO Staff
endorsement submits them to the

office concerned
Calls and updates
concerned offices if
documents are not
Verifies if Clearance/ | yet available and
Endorsement is ick up of clearance Director
available gr end%rsement None 1-3 Weeks EAO Staff
from Bureau of
Immigration, CHED
or Embassy once
available.

TOTAL:

For comments, suggestions and complaints, you may send it to artahelpdesk@g. batstate-u.edu.ph.




Republic of the Philippines
BATANGAS STATE UNIVERSITY
ot Batangas City
OFFICE OF THE DIRECTOR FOR EXTERNAL AFFAIRS
Telephone No. + 63 (043) 980-0385 loc. 1143
E-mail Address: externalaffairs.central@g.batstate-u.edu.phWebsite: hitp:/www.batstate-u.edu.ph

Office or Division:
Classification:

Type of Transaction:
Who May Avail:

Online assistance to incoming Foreign Students with the admission and enrollment process.

External Affairs Office

Simple

G2C - Government to Citizen

CHECKLIST OF REQUIREMENTS

PassportBio-page

Foreign Students from their Country of Origin

WHERE TO SECURE
Department of Foreign Affairs - Country of

Transcript of Records

Origin
Ministry of Education in their Country of Origin

Diploma

University last attended

Honorable Dismissal

for Masters and Doctoral Degree)

University last attended

Good Moral Certificate

Ministry of Education in their Country of Origin

Police Clearance

Government Agency in their country

Birth Certificate

Government Agency in their country

Accomplished Application Forms

BatStateU - External Affairs Office

Certificate of Acceptance

BatStateU - Registrar

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
Send the BatStateU
Inquire through online ;ﬁﬁg?:ﬁ containing
platforms the .
availability of courses :\Z‘Lﬂg’?ﬁ?ts Kistie 1 hiour Director
desired and ks EAO Staff
requirements for :g:m"s;lo:t.andr ¢
admission ¢ 9 L, BINSES
or assistance
) Collect documents
Submitthe scanned and requirements _
requirements their applications
Qualified foreign
students will
schedule for an
online interview and Director
will assess their College Deans
academic essay, Testing and
Endorse the results None May vary Admission
of the interview and Staff
assessment of the EAO Staff
essay to Testing
and Admission
Office




Republic of the Philippines

BATANGAS STATE UNIVERSITY
Batangas City

Telephone No. + 63 (043) 980-0385 loc. 1143
E-mail Address: externalaffairs.central@g batstate-u.edu.phWebsite: http://www batstate-u.edu.ph

" OFFICE OF THE DIRECTOR FOR EXTERNAL AFFAIRS

Assist Qualified foreign
students for the
enrollment procedure

Forward and
Endorse the
documents of
qualified foreign
students to
Registrar’s Office;
Assist for the
Assessment of fees,
Full payment
including Non-
Residence Fee is
required for Foreign
Students who will
attend classes while
in their respective
countries of origin.

Depending
on the
assessment
of fees in
their desired
courses

1 day

Director
Registrar’s Staff
Assessment

Staff
Cashier’s Staff
EAO Staff

TOTAL:

For comments, suggestions and complaints, you may send it to artahelpdesk@g. batstate-u.edu.ph.




MISSION
A university committed to producing leaders by providing a 21st

: : : . VISION . century learning environment through innovations in education,
A premier national university that develops leaders in the global multidisciplinary research, and community and industry
knowledge economy partnerships in order to nurture the spirit of nationhood, propel the

national economy, and engage the world for sustainable
development

1. PROVISION OF EXTENSION AND TRAINING SERVICES
Expertise of the University that may help improve the capability of LGUs, GOs, NGOs, POs, Businesses and
Industries. Various trainings on different field of expertise are given to offices upon request to the University.

Office or Division: EXTENSION SERVICE OFFICE

Classification: Highly Technical Transactions

G2C - for services whose client is the transacting public

G2B - for services whose client is a business entity

G2G - for services whose client is another government agency, government
employee or official

LGUs, GOs, NGOs, POs, Businesses and Industries
WHERE TO SECURE

Type of Transaction:

Who May Avail:
CHECKLIST OF REQUIREMENTS

Letter of Request Addressed to the University President |Requesting Office

CLIENT STEPS

AGENCY ACTION

1.1 Receive the Request
Letter
from the requesting

Agency.

FEES TO
BE PAID

PROCESSING TIME

PERSON
RESPONSIBLE

5 days

1. Send letter of request to the
Office of the President

1.2 Forward request letter
to the office of the
President for information
and possible comments

Staff of the President's

None (pause-clock) Office

1.3 Forward request
Letter to the office of the
Director for Extension
Services for appropriate
action.

2. Coordinates with the office of
the Director for Extension
Service and draft MOA/MOU

Coordinate with the
requesting agency
regarding their requested
services.

Director for Extension
Services, Assistant

None Directors, Extension

Head, Extension
Coordinators

3. Attend consultative meetings
with the University extension

group

Conduct consultative
meeting and orientation /
planning meeting with the
requesting agency to
determine training
considerations and
requirements

Extension Service

None Group

Approves request

TOTAL:

None 17 days

For comments, suggestions and complaints, you may send it to arfahelpdesk@gq. batstate-u.edu.ph .

LEADING INNOVATIONS, TRANSFORMING LIVES

Page 1




MISSION
A university committed to producing leaders by providing a

: . . W,S"ON ) 21st century learning environment through innovations in
A premier national university that develops leaders in the education, multidisciplinary research, and community and
global knowledge economy

industry partnerships in order to nurture the spirit of
nationhood, propel the national economy, and engage the
world for sustainable development

Office or Division: HEALTH SERVICE OFFICE — MAIN PROPER

Classification: Simple

Type of Transaction: G2C, G2G

Who May Avail: Students, Em

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
FEES TO PROCESSING PERSON

CLIENT STEPS AGENY ACTION BE PAID TIME RESPONSIBLE

loyee and Stakeholders

1.Sign in the 1.Make the logbook Nurse | or Nurse |l
Transaction Logbook in |available to the client . or Admin Aide IV /
the office lobby hiane Eminge Health Services
Department
2. Wait to be called 2. Refer to dentist Nurse | or Nurse I
, or Admin Aide IV /
None 3 minutes Haalth Services
Department
3. Undergo Dental 3.Retrieve Record Dentist Il / Health
Consultation/Treatment/ | Assessment None 15 minutes Services
Management Department
3.1 Render
Treatment; :
Refer to Specialist if , Dentist Il / Health
necessary: None 30 minutes Services
Give ‘ Department
i Recommendation
4.Sign out on the 4. Make the logbook Nurse | or Nurse ||
Transaction Logbook available to the client ; or Admin Aide 1V /
Hone Timeite . Health Services
i N — . Department
| TOTAL: - None 50 minutes |

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph.

LEADING INNOVATIONS, TRANSFORMING LIVES "
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MISSION
A university committed to producing leaders by providing a
21st century learning environment through innovations in
education, multidisciplinary research, and community and
industry partnerships in order to nurture the spirit of
nationhood, propel the national economy, and engage the
world for sustainable development

VISION
A premier national university that develops leaders in the
global knowledge economy

ISSUANCE OF DENTAL CERTIFICATE
This certificate is issued to students, employees and other stakeholders who have availed of dental
services
Office or Division: HEALTH SERVICE OFFICE — MAIN PROPER
Classification: Simple
Type of Transaction: G2C, G2G
Who May Avail: Students, Employee and Stakeholders

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Dental Record BSU Health Services

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

1.Sign in the 1.Make the logbook | Nurse | or Nurse Il
Transaction Logbook in |available to the client : or Admin Aide IV /
the office lobby INorig HENDe Health Services
Department
Nurse | or Nurse Il
: . : or Admin Aide IV /
2. Wait to be called 2.Refer to Dentist None 2 minutes Health Services
- o i Department |
3. Undergo Medical 3.Retrieve record Dentist Il / Health
Examination/ Assessment None 15 minutes Services
Consultation - Department
3.1 Issue medical Dentist Il / Health
certificate None 5 minutes Services
Department
4.Log Transaction in the | 4. Give the logbook Dentist Il / Health
Dental Certificate to the client None 1 minute Services
issuance logbook Department
5. Sign out on the 5. Make the logbook Nurse | or Nurse |
Transaction Logbook available to the client ; or Admin Aide IV /
None 1 minute Health Services
S Department |
TOTAL: None 25 minutes |

For comments, suggestions and complaints, you may send it to arfahelpdesk@q.batstate-u.edu.ph.

LEADING INNOVATIONS, TRANSFORMING LIVES |

Page 1




VISION
A premier national university that develops leaders in the

global knowledge economy

MISSION
A university committed to producing leaders by providing a
21st century learning environment through innovations in
education, multidisciplinary research, and community and
industry partnerships in order to nurture the spirit of
nationhood, propel the national economy, and engage the
world for sustainable development

Office or Division:
Classification:

Type of Transaction:

Who May Avail:

MANAGEMENT OF EMERGENCY CASES

Medical staff attends to emergency medical cases in the university brought to their attention. They
perform first aid, evaluation and further management. If necessary, certain cases are referred to
other medical facility for further management.

HEALTH SERVICE OFFICE — MAIN PROPER

Simple

G2C, G2G

Students, Em

CHECKLIST OF REQUIREMENTS

Health Record
CLIENT STEPS

AGENY ACTION

sloyee, Stakeholders

WHERE TO SECURE

FEESTO PROCESSING  PERSON

BE PAID TIME RESPONSIBLE

1.Client is brought into | 1.Personal Nurse | or Nurse |
the infirmary information gathered None 3 minute / Health Services
. s Department
2.Clientis placed ona |2. Assessment Nurse | or Nurse
safe environment History taking Il; Medical Officer
Physical None 30 minutes Il / Health
Examination Services
Department
2.1 Render Nurse | or Nurse
treatment; II: Medical Officer
Inform Parent; None 20 minutes Il / Health
Refer to specialist if Services
necessary . Department
3. Sign out on the 3.Make the logbook | Nurse | or Nurse ||
Transaction Logbook available to the client A or Admin Aide IV /
None 1 minute Health Services
B - Department
TOTAL.: None 54 minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@gq. batstate-u.edu.ph.

LEADING INNOVATIONS, TRANSFORMING LIVES®
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MISSION
A university committed to producing leaders by providing a
21st century learning environment through innovations in
education, multidisciplinary research, and community and
industry partnerships in order to nurture the spirit of
nationhood, propel the national economy, and engage the
world for sustainable development

VISION
A premier national university that develops leaders in the
global knowledge economy

Students who shall undergo OJT are required to undergo medical examination. Medical certificate
for this purpose is issued as appropriate. _

Office or Division: HEALTH SERVICE OFFICE — MAIN PROPER

Classification: Complex
Type of Transaction: G2C
Who May Avail: Students

CHECKLIST OF REQUIREMENTS
For BSN, BSND and Food Handlers
Courses:

Chest X-ray Reading (1 original, 1 Hospital or Laboratory; Client
photocopy)

Stool Exam (1 original, 1 photocopy)
Hepa B Screening results (1 original, 1
photocopy)

Vaccination Card (1 original, 1
photocopy)

1X1 ID picture (2 original) Client

Medical Form (2 original, accomplished) | BSU Health Services
Non-Food Handlers Courses:

WHERE TO SECURE

Chest X-ray Reading (1 original, 1 Hospital or Laboratory; Client
photocopy)
1X1 ID picture (2 original) Client

Medical Form (2 original, accomplished) |BSU Health Services

FEESTO PROCESSING PERSON
CLIENT STEPS AGENY ACTION BE PAID TIME RESPONSIBLE

1.Sign in the 1.Make the logbook Nurse | or Nurse |l
Transaction Logbook in |available to the client : or Admin Aide 1V /
the office lobby INarie inindte Health Services
Department
2.Submit the required | 2.Receive the Nurse | or Nurse |l
documents documents and . or Admin Aide IV /
check for None 3 minutes Health Services
completeness Department
3. Accomplish Medical |3.Review of form for Nurse I_or I\_lurse Il
Form accuracy of data or Admin Aide IV /

Department

Page 1




4. Wait to be called 4 Retrieve health Nurse | or Nurse Il
record ; or Admin Aide [V /
None 3 minutes Health Services
Department
5. Undergo Medical 5.Assessment . Nurse | or Nurse
Examination/Evaluation | History taking Il; Medical Officer
Physical None 15 minutes Il / Health
Examination Services
A . Department
5.1 with Abnormal
FIRAMGS: : None 7 working days |
s Medical Officer Ili /
55 with Normal Health Services
ol Department
Findings: None 10 minutes
Issue medical
. certificate - - N
6.Log Transaction in 6.Give the logbook Nurse | or Nurse |
Off-campus Medical to the client ; ' or Admin Aide IV /
Certificate issuance None Tminute | “hoaith Services
logbook Department
7.Sign out on the 7. Make the logbook Nurse | or Nurse |l
Transaction Logbook available to the client Nitie 1 mioie or Admin Aide IV /
Health Services
Department
TOTAL: None 39 minutes or 7
days and 39
" o minutes
For comments, suggestions and complaints, you may send it to atahelpdesk@gq.batstate-u.edu.ph.

LEADING INNOVATIONS, TRANSFORMING LIVES?
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MISSION
A university committed to producing leaders by providing a
) : ; V".S"ON ) 21st century learning environment through innovations in
A premier national university that develops leaders in the education, multidisciplinary research, and community and
global knowledge economy industry partnerships in order to nurture the spirit of

nationhood, propel the national economy, and engage the
world for sustainable development

ISSUANCE OF MEDICAL CERTIFICATE FOR SICK LEAVE APPLICATION

Faculty members who have notified the Health Service Office of their absence due to sickness are
examined by the University Physician upon return to work. In proper cases, faculty members are
issued certificates of fitness to work (return to work medical certificate)

Office or Division: HEALTH SERVICE OFFICE — MAIN PROPER
Classification: Simple
Type of Transaction: G2G
Who May Avail: Faculty Members
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Health Record of Faculty Member BSU Health Services
CLIENESTEES - | AGENY-ACTION | "CEES TO - IFROCESOING EHUFRETE Sl

BE PAID L= RESPONSIBLE
1.Sign in the 1. Make the logbook Nurse | or Nurse |l
Transaction Logbook in |available to the client : or Admin Aide IV /
the office lobbyg None 1 minute Health Services

— . ~ Department
2.Wait to be called 2.Retrieve Health Nurse | or Nurse |l
record . or Admin Aide IV /
None 3 minutes | Haalth Serices
. Department
3. Undergo Medical 3.Assessment Nurse | or Nurse
Examination/ History taking II; Medical Officer
Consultation Physical None 10 minutes Il / Health
Examination Services
Department
3.1 Issue medical Medical Officer Il /
certificate None 1 minute Health Services
- e 1 Department
4.Log Transaction in the | 4. Give the logbook None 1 minute Nurse | or Nurse |l
Medical Certificate to the client or Admin Aide IV /
issuance logbook Health Services
Department

Page 1




5. Sign out on the 5. Make the logbook i Nurse | or Nurse I
Transaction Logbook available to the client : or Admin Aide IV /
None 1 minute Health Services
Department

TOTAL.: None 17 minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@gq.batstate-u.edu.ph.

LEADING INNOVATIONS, TRANSFORMING LIVES®
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MISSION
A university committed to producing leaders by providing a
: ; . W.S'(ON : 21st century learning environment through innovations in
A premier national university that develops leaders in the education, multidisciplinary research, and community and
global knowledge economy industry partnerships in order to nurture the spirit of

nationhood, propel the national economy, and engage the
world for sustainable development

ISSUANCE OF MEDICAL CERTIFICATE FOR EDUCATIONAL TRIPS/SCHOOL
ACTIVITIES
Students who will join educational trips or school activities to be held off-campus/outside the
University are required to undergo examination (1) month prior to the event as per CHED CMO No.
63 5.2017 requirements
Office or Division: HEALTH SERVICE OFFICE — MAIN PROPER
Classification: Complex
Type of Transaction: G2C
Who May Avail: Students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
FEES TO PROCESSING PERSON
CLIENT STEPS AGENY ACTION BE PAID TIME RESPONSIBLE

1.Sign in the 1.Make the logbook Nurse | or Nurse |l
Transaction Logbook in |available to the client ; or Admin Aide IV /
the office Iobbyg e 1 roingte Health Services
- _ Department
2. Wait to be called 2 Retrieve Health Nurse | or Nurse III
record . or Admin Aide IV
None 2 minutes | "Health Services
Department
3. Undergo Medical 3.Assessment Nurse | or Nurse
Examination History taking IIl; Medical Officer
Physical None 15 minutes Il / Health
Examination Services
Department
3.1 with Abnormal
Findings: None 7 working days
Eﬁgi; tSps"ec‘a"St' Medical Officer Ill /
3.2 with Normal Health Services
Findings: . Department
56 inadissl None 10 minutes
certificate
4.Log Transaction in 4. Give the logbook Nurse | or Nurse |l
Off-campus Medical to the client or Admin Aide IV /
Certificate issuance None 1 minute Health Services

logbook Department
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5. Sign out on the
Transaction Logbook

5. Make the logbook
available to the client

None

1 minute

Nurse | or Nurse |l
or Admin Aide IV /
Health Services
Department

TOTAL:

None

30 minutes or 7
days and 30
minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph.
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MISSION

A university committed to producing leaders by providing a

VISION
A premier national university that develops leaders in the
global knowledge economy

21st century learning environment through innovations in
education, multidisciplinary research, and community and
industry partnerships in order to nurture the spirit of

nationhood, propel the national economy, and engage the
world for sustainable development

MEDICAL CONSULTATION
Students, facul

members, staff and personnel may avail of this service for overall wellness.

Office or Division: HEALTH SERVICE OFFICE — MAIN PROPER

Classification: Simple

Type of Transaction: G2C; G2G Ny

Who May Avalil: Students, Employee and Stakeholders
CHECKLIST OF REQUIREMENTS

Student Health Record; Employee Health
Record

CLIENT STEPS

BSU Health Services

FEES TO PROCESSING

AGENY ACTION BE PAID TIME

WHERE TO SECURE

PERSON
RESPONSIBLE

1.Sign in the 1.Make logbook to Nurse | or Nurse |l
Transaction Logbook in |available the client . or Admin Aide IV /
the office lobby None e e Health Services
ISP R e e Department
1.1Retrieve health Nurse | or Nurse Il
record ! or Admin Aide IV /
Nene S He Health Services
SRNS Y Sl | 00 0 £ S Department
2.Undergo Medical 2.Assessment
Consultation History Taking Nurse | or Nurse
Physical ; Il; Medical Officer
Examination bope 30minutes |1/ Health Services
Refer to Medical Department
Officer
ﬁ“;: n?]c;nr;ltifat e Nurse | or Nurse ||
necessary; None 30 minutes / Health Services
_ B Inform parent | N Dgp_eir_tment
3. Sign out on the 3. Make logbook to Nurse | or Nurse I
Transaction Logbook available the client ; or Admin Aide IV /
None hae Health Services
Department
TOTAL: None 1 hour and 5
- B minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph.
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MISSION
A university committed to producing leaders by providing a
21st century learning environment through innovations in
education, multidisciplinary research, and community and
industry partnerships in order to nurture the spirit of
nationhood, propel the national economy, and engage the
world for sustainable development

VISION
A premier national university that develops leaders in the
global knowledge economy

ISSUANCE OF MEDICAL CERTIFICATE FOR ATHLETES
Athletes who shall participate in different sports activities are required to undergo medical
examination prior to the event
Office or Division:

HEALTH SERVICE OFFICE — MAIN PROPER

Classification:

Complex

Type of Transaction:

Who May Avail:

CHECKLIST OF REQUIREMENTS
Student Health Record (1 original)
Official Form of the event (if an

CLIENT STEPS AGENY ACTION

WHERE TO SECURE
BSU Health Services
Client

FEES TO PROCESSING
BE PAID TIME

PERSON
RESPONSIBLE

1. Sign in the 1.Make the logbook Nurse | or Nurse |l
Transaction Logbook in |available to the client : or Admin Aide IV /
the office lobby niose L Health Services
| . g | Department
2.Wait to be called 2 Retrieve health Nurse I_or Nurse I
Pecor None 2 minutes O'r_lgg;mr:sgﬁ?cgl |
Department |
3. Undergo Medical 3.Assessment Nurse | or Nurse |
Examination/Evaluation | History taking . II; Medical Officer
. None 15 minutes :
Physical [ll/ Health Services
Examination Department
3.1 with Abnormal
Findings: .
Refer to specialist; None 7 working days Medical Officer I/
gogovt\:itlripNormal Health Services
Findings _ Department
i < I None 10 minutes
certificate
4.Log Transaction in 4 Give the logbook Nurse | or Nurse |l
Pre-Participation to the client or Admin Aide IV /
Medical Certificate Health Services |
issuance logbook None A minute Department
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5. Sign out on the 5. Make the logbook ' Nurse | or Nurslt\e/I,I ,
Transaction Logbook available to the client : . or Admin Aide '
’ None 1 Eninkie | Health Services
Department |
TOTAL: None 30 minutes or 7 |
days and 30
minutes ‘

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph.
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MISSION
A university committed to producing leaders by providing a
21st century learning environment through innovations in
education, multidisciplinary research, and community and
industry partnerships in order to nurture the spirit of
nationhood, propel the national economy, and engage the
world for sustainable development

VISION
A premier national university that develops leaders in the
global knowledge economy

1. MEDICAL/DENTAL EXAMINATION of NEW STUDENTS and NEWLY-HIRED
EMPLOYEES

New Students and returnees; and newly-hired employees are required to undergo medical/dental

examination prior to enrolment or employment. The examination is done to obtain the present and

past health status of the individual. -

Office or Division: HEALTH SERVICES DEPARTMENT — MAIN PROPER

Classification: Simple

Type of Transaction: G2C

Who May Avail: New Students/Transferees; New Employee
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For New Students:

Chest X-ray Reading(1 original) Hospital or DOH assisted Laboratory; Client
Blood Type Result (1 original)

Medical/Dental Form, (1 original, BSU Health Services

‘accomplished)

For Permanent Employment Applicants:
Chest X-ray reading (1 original, 1 Hospital or DOH assisted Laboratory; Client
photocopy)

Urinalysis (1 original, 1 photocopy)
Complete Blood Count (CBC) (1 original,
1 photocopy)

Blood type (1 original, 1 photocopy)
Drug Test (1 original, 1 photocopy)
Psychological Test results (1 original, 1

photocopy)
CSC Form (2 original) Human Resource and Management Office
1x1 ID picture (2 original) Client

Medical Form, (2 original, accomplished) |BSU Health Service
For Part-time Employment Applicants:

Chest X-ray reading (1 original, 1 Hospital or DOH assisted Laboratory; Client
photocopy)

Medical Examination and Evaluation Human Resource and Management Office
Form (2 original)

1x1 ID picture (2 original) Client

Medical Form (2 original, accomplished) |BSU Health Services
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For Job Order Employment Applicants:
Chest X-ray reading (1 original

Medical Examination and Evaluation
Form (1 original)

1x1 ID picture (2 original)

Medical Form (2 original, accomplished)

CLIENT STEPS

Hospital or DOH assisted Laboratory; Client
Human Resource and Management Office

Client
BSU Health Services
AGENY ACTION EES TO PRO%EASESING

PERSON
RESPONSIBLE

BE PAID

1. Sign in the 1.Make the logbook l Nurse | or Nurse |
Transaction Logbook in |available to the client : | or Admin Aide IV /
the office lobby oD Ll | Health Services
| Department
2. Submit the required | 2.Receive the | Nurse | or Nurse ||
documents documents and . or Admin Aide IV /
check for None 4 minutes Health Services
completeness Department
3. Accomplish 3.Review of form for Nurse | or Nurse I
Medical/Dental Form accuracy of data or Admin Aide 1V;
given None 5 minutes Dentist Il / Health
Services
| Department
4. Undergo 4 Assessment Nurse | or Nurse
Medical/Dental History taking Il; Medical Officer
Examination/Evaluation | Physical/Dental None 30 minutes I1l; Dentist Il /
Examination Health Services
| Department
5. Sign out on the Nurse | or Nurse |l
Transaction Logbook |5. Make the logbook i or Admin Aide IV /
available to theg client hone 1iminee Health Services
Department
i ) TOTAL: ~ None 41 minutes |

For comments, suggestions and complaints, you may send it to artahelpdesk@g.b
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Office or Division:
Classification:

Type of Transaction:
Who May Avail:

'Systems and Applications Development
To provide a common procedure in Systems and Applications Development

ICT Services

Simple

G2C

End-Users

CHECKLIST OF REQUIREMENTS

Software Requirements Specifications

End-users

WHERE TO SECURE

CLIENT STEPS

Attend the meeting with

Completion and Acceptance Certificate

AGENCY ACTION

Conduct a joint meeting
with the end user and
Software Development
Team (SDT) to identify
needs and to establish
the requirements of the

End-users
FEES TO BE PROCESSING

PAID

TIME

PERSON
RESPONSIBLE

Director and
Assistant Director,

the end user's
requirements

the programmer and : : None SLDC Period |ICT Services, and
state their requirements. che_n?. T.he ol t,h's Computer
activity is the system’s or i
application’s Software 9
Requirements
Specifications (SRS).
Create a project plan
based on software
development life cycle. Director and
The plan should also Assistant Director,
nGudean: None SLDC Period |ICT Services, and
implementation plan Computer
listing all the specific Programmer
activities with their
expected deliverables
and milestones
Attend the meeting with Conduct a mee‘tlng to [?lrector _and
present the project plan Assistant Director,
the programmerand | s and user for thei No SLDC Period |ICT Services, and
state their evaluation and : " ne fo TRy
confirmation and Computer
approval.
approval Programmer
If the end user didn’t
approved the project
plan, make necessary None SLDC Period Computer
adjustments to satisfy all Programmer
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» Conduct team
workshops to prepare
the initial system design
» Convert the system
design to program codes
+ Subject all modules to
unit testing then perform
integration testing to
analyse all the functions
of the system

» Check the system for
errors, bugs, and/or
glitches

None

Computer
Programmer

Coordinate and
collaborate with the
programmer during the
demonstration and
training.

Perform installation
process to the end
user’s workplace

« If error/s occurred,
review and make
necessary
corrections/adjustments
to the system design

* Demonstrate to the end
user all the
functionalities of the
developed system

* Asses the client’s
satisfaction on the
performance of the
system

« Solicit all the
modifications and
additional requirements
from the end user

» Conduct training to all
end users

None

SLDC Period

Computer
Programmer

Report any technical
issues encountered.

Provide technical
support and assistance
to sustain and monitor
the performance of the
system

None

SLDC Period

Computer
Programmer

Issue a Completion and
Acceptance Certificate
for the developed
system.

System maintenance will
follow and enhancement
if there are any requests
from the end-users.

None

SLDC Period

Computer
Programmer

TOTAL:

None

10 minutes

For comments, suggestions and complaints, you may send it to artahelpdesk(@g.batstate-u.edu.ph .
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‘¥’ CITIZEN'S CHARTER

Registration to Automated Attendance and Time Monitoring System
To provide a common procedure in Registration to Automated Attendance and Time Monitoring System
Office or Division: ICT Services
Classification: Simple
Type of Transaction: G2C
Who May Avail: Employees and Faculty Members

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

ID Number ID Card

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

* The details from the
google sheets will be
encoded to the
Employee ID system

* Once the ID data was
ID data will be sent by  |encoded, the Employee

the staff of HRMO via ID System will generate None 3 minutes ICT Staff
google sheets the ID number of the

employee and it will be

provided to HRMO for

them to inform the newly
hired personnel

» If the personnel is
personally at the
university premises, he
can proceed to the ICT
office to have his
fingerprint scanned on
the scanner

» Search the record of None 2 minutes ICT Staff
the employee / faculty
member to the
Automated Time
Personnel Management
System
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The employee and
faculty member will scan
their fingerprint to the
scanner

* Request the employee
/ faculty member to have
his fingerprint scanned
on the scanner

« Verify/confirm the
fingerprint by requesting
the employee / faculty
member to scan the
same fingerprint five
times. If any of the five
tries results to
unsuccessful match,
repeat the previous step
and register another
fingerprint.

2 minutes

ICT Staff

Save and update the
employee / faculty
member record.

1 minute

ICT Staff

TOTAL:

8 minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@g. batstate-u.edu.ph .
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CITIZEN'S CHARTER

Office or Division:
Classification:

Type of Transaction:
Who May Avail:

Processing of ID Card of Employees and Faculty Members
To provide a common procedure in Processing of ID Card of Employees and Faculty Members

ICT Services

CHECKLIST OF REQUIREMENTS

ID Referral for Newly-Hired Employee Slip or
Application for Replacement of ID Card

Employees and Faculty Members

WHERE TO SECURE

Human Resource and Management Office

Official Receipt of Payment

Cashiering Office

CLIENT STEPS

ID Data (Electronic Photo and Signature)

AGENCY ACTION

ID System

FEES TO BE PROCESSING

PAID

TIME

PERSON
RESPONSIBLE

Employee and facuilty
member will present the
ID Referral for Newly-
Hired Employee Slip or
Application for
Replacement of ID Card

* Receive ID Referral for
Newly-Hired Employee
Slip or Application for
Replacement of ID Card
from personnel

» Check the personnel
status if old or new
personnel

None

1 minute

ICT Staff

Employee and faculty
member will present the
Official Receipt of
payment

« If existing personnel,
check if payment has
been made

« If no payment has been
made, advise the
personnel to settle the
amount due for ID
processing

None

1 minute

ICT Staff

* Have the new
personnel taken his
picture and signature
electronically using the
digital camera and table
digitizer

» Check and clarify to the
personnel if all the
encoded information in
the Automated ID
System are correct and
update and save if there
is any changes.

* Tag the ID records for
printing into the

Autamatad 1D Suctam

None

4 minutes

ICT Staff
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« |ID records will be

The external provider will [endorsed to the external Eegﬁr::es Within the
print the endorsed ID provider for printing of ID rogurement required delivery ICT Staff
data. cards. And wait for their | P> TETS schedule.

delivery schedule. P

» Receive the printed ID
Employee/faculty card from the external
member will claim his ID provider None 4 minutes ICT Staff
card. « |D cards are ready for

releasing

TOTAL.: None 10 minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph .
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CITIZEN'S CHARTER

Office or Division:
Classification:

Type of Transaction:
Who May Avail:

Processing of ID Card of Students
To provide a common procedure in Processing of ID Card of Students

ICT Services

Simple

G2C

Students

CHECKLIST OF REQUIREMENTS

Registration Form

Student Portal

WHERE TO SECURE

Official Receipt of Payment

Cashiering Office

CLIENT STEPS

ID Data (Electronic Photo and Signature)

AGENCY ACTION

Student Portal and ID System
FEES TO BE PROCESSING

PERSON

PAID S RESPONSIBLE
» Verify student status if
old or new student
Student will present the |+ Check the Registration .
registration form. form from the student Nore e ke
and check if he is
enrolled or not
» Check if the student
has made payment,
either via automated
Student will present the ~ [SyStem or by inspection
official receipt of of Official Receipt. If no 180.00 1 minute ICT Staff
payment. payment has been
made, advise the
student to settle the
amount due for ID
processing
«» Save all information of
Student will upload the ID féff;;go Automated
data (photo and .
i gna(tﬂre) thru the - Tag the ID records for None 4 minutes ICT Staff
Student Portal printing into the
) Automated ID system
* |D records will be Basands
The external provider will [endorsed to the external i gn the Within the
print the endorsed ID provider for printing of ID roguremen ¢ required delivery ICT Staff
data. cards. And wait for their P s schedule.
delivery schedule. P
* Receive the printed ID
card from the external
The external provider will PTE"&?&S TS Tead 150
deliver the printed ID Y19 None 4 minutes ICT Staff
Gands release to the respective
) colleges/departments for
distribution.
TOTAL: None 10 minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph .
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CITIZEN'S CHARTER

To provide a common
Office or Division:
Classification:

Type of Transaction:
Who May Avail:

Repair, Troubleshooting and Installation Services
procedure in Repair, Troubleshooting and Installation Services

ICT Services

Simple

G2C

CHECKLIST OF REQUIREMENTS

CLIENT STEPS

State the complete
details for the request for
repair, troubleshooting,
installation and provision
of technical assistance
for any ICT-related
problems or issues.

ICT Service Request Form

AGENCY ACTION

Receive request for
repair, troubleshooting,
installation and provision
of technical assistance
for any ICT-related
problems or issues

Employees and Faculty Members

PAID

None

WHERE TO SECURE

ICT Services Online System

FEES TO BE PROCESSING

TIME

1 minute

PERSON
RESPONSIBLE

ICT Staff

* Log and record the
details of the service
request for
documentation, retrieval
and monitoring

» Accomplish and print
the ICT Service Request
Form thru the ICT
Services Management
System

None

2 minutes

ICT Staff

» Actual inspection and
analysis of the service
request on site

* Provide the necessary
technical assistance to
the client

+ Test and evaluate the
service provided

None

Within three (3)
hours for ICT-
related service

requests;
Within two (2)
hours for Internet:
related service
requests

Computer/
Network
Technician

Fill out the ICT Service
Survey Form

Accomplish the service
report and request the
client to complete the
ICT Service Survey form
at the bottom part of the
Service Request Form

None

2 minutes

Client and
Computer/
Network
Technician
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TOTAL:

None

Within three (3)
hours and five
(5) minutes for
ICT-related
service requests,
Within two (2)
hours and five
(5) minutes for
Internet-related
service requests

For comments, suggestions and complaints, you may send it to artahelpdesk(@g. batstate-u.edu.ph .

Page 2




CITIZEN'S CHARTER
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MISSION
A university committed to producing leaders by provising
VISION a 21st century learning environment through innovations
A premier national university that develops leaders in  in education, multidisciplinary research, and community
the global knowledge country and industry partnerships in order to nurture the spirit of

nationhood, propel the national economy, and engage the
world for sustainable development

1. Library Reference Services (Patron Queries)
Assistance provided to library users seeking information and research needs.

Office or Division: Library

Classification: Simple

Type of Transaction: G2C - Government to Citizen
Who May Avail: Students, Faculty and Employee, Public
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

ONSITE
Face to Face

Student ID, Employee ID, Registration Forms or any

valid ID Automatically available for currently enrolled / employed

DIGITAL / VIRTUAL REFERENCE SERVICE
Electronic Library Virtual Reference Assistant (ELVIRA) and Official Email

Automatically available for those who has institutional
Gsuite Email Account, Facebook Account account of the university and everyone who can access
Chat Elvira

FEES TO BE PROCESSING PERSON
PAID TIME RESPONSIBLE

CLIENT STEPS AGENCY ACTION

ONSITE

Face to Face
1. Presents the valid ID and . - —
log in (Automated system Venf:gs!tlfg;ca::ggynof he None 1 minute Libraleé?gf?r; ::“ ik
for Library Users) ng Y
2. Asks the reference
librarian / first available -
= . Answers clients queries at ; Librarian /
librarian / staff regarding : None 5 minutes . :
queries (with relation to the time of need Library Staff / Client
library services)

TOTAL: 6 minutes

Digital/Virtual Reference Service
Electronic Library Virtual Reference Assistant (ELVIRA) and Official EmailAccount

Page 1




Chat ELVIRA (Automated Response)

1. Access Library Website
and click the Chat Button to
Access Chat Elvira or Go
to BatStateU Library

Facebook Account Automated response about None Librarian /
(https:!lwww..facebook.coml Digital Library Services within the day Library Staff / Client
BatStateU.Library/) and
click message to be (Note: An allowable
connected with Chat extension of 3 days
ELVIRA for requests sent
during weekends)

2. For other concerns not
:_rézl:gﬁgec;n ;Zi ?l:l ;omaled Answers clients queries at NGhe Librarian /
reference librarian and type the time of need Library Staff / Client
in queries

TOTAL: within the day
OFFICIAL EMAIL ACCOUNT

within the day

1. Send queries using the
official email account Automated response about Nohs (Note: An allowable Librarian /
(library.pb@g.batstate- Digital Library Services e’g‘:’::g::‘e:::s‘;i’;s Library Staff / Client
u.edu.ph) during weekends)

TOTAL: within the day
TELEPHONE
1. Dial Telephone No. (043) | Answers clients queries at ; Librarian /
980-0387 Local 1150 the time of need None S-10minutes |, i rary Staff / Client

TOTAL: 5-10 minutes

For comments, suggestions and complaints, you may send it lo artahelpdesk@g. batstate-u.edu.ph .
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CITIZEN'S CHARTER

MISSION

VISION
A premier national university that develops leaders in
the global knowledge country

A university committed to producing leaders by provising
a 21st century learning environment through innovations
in education, multidisciplinary research, and community
and industry partnerships in order to nurture the spirit of
nationhood, propel the national economy, and engage
the world for sustainable development

Office or Division:
Classification:

Type of Transaction:
Who May Avail:

2. Borrowing / Delivery (Print and Electronic) and Online Book Reservation

Lending and returning services for loaned items (includes renewal of loaned material/s and payment of fines) and
online assistance provided to library users seeking scanned library materials (theses and books)

Library

Simple

G2C - Government to Citizen

CHECKLIST OF REQUIREMENTS

valid ID

CLIENT STEPS

Onsite Borrowing
Face to Face

Student ID, Employee ID, Registration Forms or any

AGENCY ACTION

Students, Faculty and Employee, Public

FEES TO BE
PAID

WHERE TO SECURE
Automatically available for currently enrolled

PROCESSING

TIME

RESPONSIBLE

PERSON

1. Present the valid ID and

log in (Automated system Vieily ";g \'S&:if::l:f the 1D/ None 1 minute Lli_t;l:;anasr: ;ﬁ
for Library Users) 9 Y
g s Search using the Online ——
2. Check for the availability : 5 Librarian /
of library materials Public Access Catalog None 5 minutes Library Staff
(OPAC)
3. Present the book / / . Librarian /
materials to library staff Barcode/ID Scanning None 3 minutes Library Staff
; ) ; Librarian /
4. Receive the borrowed Lending of Library ; :
eatonals Materials None 1 minute lerafy Staff
Client
Receiving Materials Book fine to
overdue
g; aT;?isaeI’: RhetTowed Barcode/ID Scanning materials
* *Issue payment slip for (10 pesos per < Librarian /
Make sure that the i 10 minutes .
bofrowsd materials are:nchk ovgrdue mah_enals (to be | day per book) Library Staff
3 paid at Cashier's Office)
verdue -
(Temporarily
Shelving waived)
TOTAL:| 10 Pesosperday| 4 o ites

per book

Page 1l




Online Borrowing

1. Log on to BatStateU
Library System to find
books and check for the
availability of library
materials and click on
'‘Reserve’ and set 'Pick up
date'

Preparation of borrowed
books

None

7 minutes

Librarian /
Library Staff

2. Pick up the reserved
library materials on the
scheduled date, present
the valid ID and log in
(Automated system for
Library Users)

Verify the validity of the 1D
and generate receipt for
the lending of materials

None

2 minutes

Librarian /
Library Staff

3. Sign the receipt and
receive the borrowed
materials

Lending of Library
Materials

None

1 minute

Librarian /
Library Staff
Client

4. Present borrowed
materials

Receiving of Materials
Barcode/ID Scanning

Shelving

None

10 minutes

Librarian /
Library Staff

TOTAL:

None

20 minutes

Document Delivery

1. Log on to BatStateU
Library System to find the
materials and note the
required fields to be filled-in
on the scaning form (Call
Number, Author and Title
of the Material)

None

None

2. Log on to the
institutional email account
and access the Online
Document Delivery
(Scanning Request) form
or go to BatStateU Library
Facebook Account and
click the pinned form to
access the Online
Document Delivery
(Scanning Request)

None

None

within the day

(Note: An
allowable
extension of 3
days for requests
sent during
weekends)

Librarian /
Library Staff

Librarian /
Library Staff
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3. Read the Policy

Evaluate the validity of
request as to
completeness of data
needed and the availability

; of library materials (For Librarian /
f;:tfelgsi?;:jhgg:agshgﬁg" L invalid request, the None Library Staff
suibemit the form requestor will be notified) Client

within the day
(Note: An
allowable
extension of 3
days for requests
sent during
weekends)
Preparation of the
requested Library Materials
/ scanning for valid request
(Invalid request will not be
4. Check institutional email pracesend) Librarian /
?::S:Sntt for the status of Check the recepient's None L:brglg rﬁtaff
email address and deliver
the scanned materials
through Library Scan Email
(libraryscan.pb@g.batstate-
u.edu.ph)
5.Check institutional email
account for the delivered
documents
TOTAL: 0 minutes

For comments, suggestions and complaints, you may send it to artahelpdesk(@g. batstate-u.edu.ph .
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CITIZEN'S CHARTER

VISION
A premier national university that develops leaders in
the global knowledge country

MISSION
A university committed to producing leaders by provising
a 21st century learning environment through innovations
in education, multidisciplinary research, and community
and industry partnerships in order to nurture the spirit of
nationhood, propel the national economy, and engage the
world for sustainable development

Office or Division:
Classification:

Type of Transaction:
Who May Avail:

3. Issuance of Referral Letter

Library referral letters are issued to clients who wish to visit / do research in other universities and institutions.

Library

Simple

G2C - Government to Citizen

CHECKLIST OF REQUIREMENTS

Students, Faculty and Employee, Public

WHERE TO SECURE

E;:ge]g B, Empiayee 0. Registralion Forms or any Automatically available for currently enrolied / employed
FEES TO BE PROCESSING PERSON
CLIENT

WYSTERS RAElCY P PAID TIME RESPONSIBLE
1. Present the valid ID and 3 o i o
log in (Automated system vienty “}g vsa::r'gi:f el None 1 minute Lli;t:;a";'t‘;ﬁ
for Library Users) 9 Y
2. Accomplish the Referral | Checks the accomplished
Letter Form (BatStateU-FO-|  form and encode the : Librarian /
LIB-04:Referral Letter for referral letter and have it e Sikaae Library Staff
Inter-Library Services) signed

. ’ Librarian /
3. Receive the referral letter| Issues the referral letter None 1 minute Library Staff
TOTAL: 10 minutes

For comments, suggestions and complaints, you may send it 1o artahelpdesk@g.baistate-u.edu.ph .
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CITIZEN'S CHARTER

VISION
A premier national university that develops leaders in
the global knowledge country

MISSION
A university committed to producing leaders by provising
a 21st century learning environment through innovations
in education, multidisciplinary research, and community
and industry partnerships in order to nurture the spirit of
nationhood, propel the national economy, and engage
the world for sustainable development

Librarian.
Office or Division:
Classification:

Type of Transaction:
Who May Avail:

4. Issuance of Certification for Submission of Theses and Dissertations

Certification for Submission of Theses and Dissertations is issued to clients as prime requirement at Registrar's
Office for graduation and for any other official use clients may desire. It is originally signed by the University

Library

Simple

G2C - Government to Citizen

Students, Faculty and Employee, Public

CHECKLIST OF REQUIREMENTS

valid ID

Page and Approval Sheet

CLIENT STEPS

Student ID, Employee ID, Registration Forms or any
Hardbound Copy of Theses / Dissertations
Photocopy of Theses Abstract / Summary, Front / Title

Softcopy of Theses Abstract / Summary and send to
batstateumainlibrary@gmail.com

AGENCY ACTION

WHERE TO SECURE
Automatically available for currently enrolled / employed

FEES TO BE
PAID

PROCESSING
TIME

PERSON

RESPONSIBLE

1. Present the valid ID and ; i P

log in (Automated system Venty }r}gvsaé:ﬁ:f he D None 1 minute Lli'l;t;;a”gr,:;ﬁ

for Library Users) g o

2. Present the hardbound

copy of theses /

iscedation and all other dissc:r]tz(t:it::;eat:: s:Ialgcjther Librarian /

requirements then log to 3 None 4 minutes >
requirements and Library Staff

(BatStateU-LB-LIB- accomplished logbook

06:Logbook -submission of Pl 9

Theses and Dissertation)

3. Accomplish Requestfor | oyouq the accomplished

Certification Form —

(BatStateU-LB-LIB- i None 4 minutes Librarian /

10:Logbook - Request for | Cenieation and have i LiResEy S

Certification) g

3. Receive the referral ; Librarian /

letter Issues the referral letter None 1 minute Library Staff

TOTAL: 10 minutes

For comments, suggestions and complaints, you may send it to artahelpdeski@g. batstate-u.edu.ph .
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CITIZEN'S CHARTER

MISSION
A university committed to producing leaders by provising
VISION a 21st century learning environment through innovations
A premier national university that develops leaders in  in education, multidisciplinary research, and community
the global knowledge country and industry partnerships in order to nurture the spirit of

nationhood, propel the national economy, and engage
the world for sustainable development

4. Issuance of Certification for Submission of Theses and Dissertations

Certification for Submission of Theses and Dissertations is issued to clients as prime requirement at Registrar's
Office for graduation and for any other official use clients may desire. It is originally signed by the University
Librarian.

Office or Division: Library

Classification: Simple

Type of Transaction: G2C - Government to Citizen
Who May Avail: Students, Faculty and Employee, Public

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Student ID, Employee ID, Registration Forms or any Automatically available for currently enrolled / employed
valid ID

Hardbound Copy of Theses / Dissertations

Photocopy of Theses Abstract / Summary, Front / Title
Page and Approval Sheet

Softcopy of Theses Abstract / Summary and send to
batstateumainlibrary@gmail.com

FEES TO BE PROCESSING PERSON

CLIENT STEPS AGENCY ACTION SAlD TIME RESPONSIBLE

1. Present the valid ID and

log in (Automated system Verily :I':eD ‘gé';"%:f heio None 1 minute LiL;l:;angr:;ﬁ
for Library Users) 9 Y

2. Present the hardbound

copy of theses /

flissartalion and all olher dissirtzct:izrtlgeat:g s:Tlsc:ther Librarian /
requirements then log to requirements and None 4 minutes Library Staff

(BatStateU-LB-LIB-
06:Logbook -submission of
Theses and Dissertation)

accomplished logbook

3. Accomplish Request for

Certification Form Checks the accomplished

request form then encode . Librarian /
(BatStateU-LB-LIB- : . . None 4 minutes .
10:Logbook - Request for certlﬁcat;?nnir;d have it Library Staff
Certification) 9
3. Receive the referral ; Librarian /
loltor Issues the referral letter None 1 minute Library Staff
TOTAL: 10 minutes

For comments, suggestions and complaints, you may send it to artahelpdeski@g batstate-u.edu.ph .
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CITIZEN'S CHARTER

MISSION
A university committed to producing leaders by provising
VISION a 21st century leaming environment through innovations
A premier national university that develops leaders in  in education, multidisciplinary research, and community
the global knowledge country and industry partnerships in order to nurture the spint of

nationhood, propel the national economy, and engage
the world for sustainable development

Computer/ eLibrary services allows users to access internet (only scholarly websites are allowed) and other
electronic resources / databases.

Office or Division: Library

Classification: Simple

Type of Transaction: G2C - Government to Citizen

Who May Avail: Students, Faculty and Employee, Public
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Student ID, Employee ID, Registration Forms orany  |Automatically available for currently enrolled / employed
valid ID

FEES TO BE PROCESSING PERSON

CLIENT STEPS AGENCY ACTION B TIME RESPONSIBLE

1. Present the valid ID and
log in (Automated system
for Library Users)

Verify the validity of the ID / - Librarian /
ID Scanning hiohs Tminute Library Staff

2. Go to the available

computer unit Assists the clients in using

the computer and/or g Librarian /
*Make sure the user has ) None 4 minutes .
an available eLibrary creating users account Library Staff
account

eLibrary system will Librarian |
3. Access the internet automatically start and end None 60 minutes .

: Library Staff
the session
TOTAL: 65 minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@g.batstate-u.edu.ph .
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CITIZEN'S CHARTER

MISSION
A university committed to producing leaders by provising
VISION a 21st century learning environment through innovations
A premier national university that develops leaders in  in education, multidisciplinary research, and community
the global knowledge country and industry partnerships in order to nurture the spint of

nationhood, propel the national economy, and engage
the world for sustainable development

6. Library Signing of Clearance

The library clearance is a statement from the library that the user's obligations (overdue fines, unreturned
materials, payment/replacement of lost materials) has been settled.

Office or Division: Library

Classification: Simple

Type of Transaction: G2C - Government to Citizen

Who May Avail: Students, Faculty and Employee, Public
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Student ID, Employee ID, Registration Forms orany  |Automatically available for currently enrolled / employed
valid ID

HRMO

Clearance Form

FEES TO BE PROCESSING PERSON
PAID TIME RESPONSIBLE

CLIENT STEPS AGENCY ACTION

Checks the clearance

Checks the students’ /
employee’s records

1. Present the clearance. | ..o 0 ore labilties on

form

* Make sure that there is the record, u_\for_r_n_ clients 8 minutes I:.lbranan !
L that the liabilities/ Library Staff

no liabilities on the user's e S

obigations must be settled
record ab

before signing

Initial signing of clearance

2. Get the Clearance Issues the clearance None 1 minute Client

TOTAL: 9 minutes

For comments, suggestions and complaints, you may send it to artahelpdeskiag. batstate-u.edu.ph .
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[1. SERVICE NAME: REQUEST FOR NEW ID
Description of the Service: Receive, evaluate and approve the Request Form for New ID

Office or Division:

Office of Student Affairs and Services - Office of Student Discipline

Classification: Simple

Type of Transaction:

G2C - Government to Citizen

Who May Avail: Students
CHECKLIST OF REQUIREMENTS

Request for New ID Form

WHERE TO SECURE
OSAS, OSD Head/Coordinators

CLIENT STEPS AGENCY ACTION

Registration Form Registrar's Office
Ezguest letter (first time requesting for new ID if Students/Parents
Affidavit of Loss (2nd time requesting for ID if lost) |Notary Public
Old ID (if torned/defaced) Students

FEES TO BE PROCESSING PERSON

PAID TIME RESPONSIBLE
it;ir:;ttt; er ;ch?%p;:::d Evaluate and release the
together with other approved request for None 8 minutes OSD Personnel
: new ID
requirements
Check if properly logged
Log in the request of New|and inform student to :
D Personnel
ID logboook nay 180 at the cashier None 2 minutes OSD Pe =
office
TOTAL:

For comments, suggestions and complaints, you may send it to artahelpdesk(@g. batstate-u.edu.ph .
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CITIZEN'

S CHARTER

school uniform

1. SERVICE NAME: REQUEST FOR NON-WEARING OF SCHOOL UNIFORM
Description of the Service: Evaluation for the approval and release of the request of non-wearing of

Office or Division:

Office of Student Discipline

Classification: Simple

Type of Transaction:

G2C - Government to Citizen

Who May Avail: Students
CHECKLIST OF REQUIREMENTS

Request form for non-wearing of uniform

WHERE TO SECURE
OSD Personnel

Registration Form Registrar's Office
Acceptance form (for OJT Students) Company
Approyed_letter of the activity (For Student Stiidaiit
Organizations)

Medical Certificate (injured or pregnant) Infirmary

Certification from barangay, police or any proper
authorities (in case of fire, flood, other emergency
situations)

Barangay, Police and other Proper Authorities

CLIENT STEPS

AGENCY ACTION

FEES TO BE PROCESSING PERSON

Submit accomplished

request for non-wearing |Evaluate and approve

PAID TIME RESPONSIBLE

logsheet

of uniform form with the request et Difinufes OER Persainel
necessary requirements

Log in for Request for

non-wearing of uniform  |Verify if properly logged |None 2 minutes OSD Personnel

TOTAL:

For comments, suggestions and complaints, you may send it to artahelpdesk@g. batstate-u.edu.ph .
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- CITIZEN'S CHARTER

1. SERVICE NAME: REQUEST FOR TEMPORARY GATE PASS

Description of the Service: Provide temporary gate pass to requesting students
Office or Division: Office of Student Discipline

Classification: Simple

Type of Transaction: G2C - Government to Citizen

Who May Avail: Students whose IDs were lost or confiscated

- o
i =
i
N
Wy
2 i

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Filled out request form for temporary gate pass OSD Personnel
Letter of request Student

FEES TO BE PROCESSING PERSON
PAID TIME RESPONSIBLE

CLIENT STEPS AGENCY ACTION

Submit the Accomplished Evaliets documants.and
request form and letter of - None 5 minutes OSD Personnel
request at the OSD PP

Log in Gatepass

Logsheet Verify if properly logged |None 2 minutes OSD Personnel

TOTAL: 7 minutes

For comments, suggestions and complaints, you may send it to ariahelpdesk@g. batstate-u.edu.ph .
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Office or Division:
Classification:

Type of Transaction:
Who May Avail:

CHECKLIST OF REQUIREMENTS
Filled out request form for temporary gate pass

1. SERVICE NAME: REQUEST FOR TEMPORARY GATE PASS
Description of the Service: Provide temporary gate pass to requesting students

Office of Student Discipline

Simple

G2C - Government to Citizen

Students whose IDs were lost or confiscated

OSD Personnel

WHERE TO SECURE

Letter of request

Student

CLIENT STEPS

AGENCY ACTION

PAID TIME

FEES TO BE PROCESSING

PERSON
RESPONSIBLE

Subrilt the Accomplished Evaluate documents and

request form and letter of g None 5 minutes OSD Personnel

request at the OSD PP

Log in Gatepass . i

Logsheet Verify if properly logged [None 2 minutes OSD Personnel
TOTAL: 7 minutes

For comments, suggestions and complaints, you may send 1t to artahelpdesk(@g. batstate-u.edu.ph .
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% CITIZEN'S CHARTER

£y d

1. SERVICE NAME : Approval of Application for Recognition/Renewal of Student
Organizations
Description of the Service: Verifying the attached documents for application for recognition/renewal of
student organizations
Office or Division: STUDENT ORGANIZATIONS
Classification: COMPLEX
Type of Transaction: G2C- GOVERNMENT TO CITIZEN
Who May Avail: STUDENT ORGANIZATION OFFICERS
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Form for Application for Organization
Recognition/Renewal

Office of Student Organizations

Commitment letter of the adviser Office of Student Organizations
Ceftification of academic qualifications Student Organization
Profile of student organization Student Organization
List of members Student Organization
History of the student organization Student Organization
Declaration of the organization's revolvong fund Student Organization
Ratified Constitution and by-Laws Student Organization
Student Organization Adviser and Officers' Profile  [Student Organization
Plan of Activities Student Organization
List of Officers' Specimen Signature Student Organization

FEES TO BE PROCESSING
PAID TIME

PERSON

CLIENT STEPS AGENCY ACTION RESPONSIBLE

Check the completeness
Submit the documents at |of the attachments and
the SO for the application |evaluate the documents
for Renewal/Recognition |for application/renewal
of the Student for recognition None 6 working days |SO Personnel
Organizations (ensure
completeness of
documents/attachments)

Check proper logging
Include in the list of
recognized student

Log in the application for organizations and Issue

Renewal/Recognition

Logbook and wait for the certificate of recognitio [None 1 working day  |SO Personnel
feedback
Application for
renewal/recognition and
: . attachments are sent to 1 working day
; Personnel
On line Transaction T None upon receipt SO Pe

studentorganization.pb@
g.batstate-u.edu.ph

TOTAL: None 7 days
For comments, suggestions and complaint, you may send it to artahelpdesk(@g. batstate-u.edu.ph .
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1. SERVICE NAME : APPROVAL OF STUDENT ACTIVITIES

Description of the Service: Evaluating the request of student organizations to conduct activities
Office or Division: STUDENT ORGANIZATIONS
Classification: SIMPLE [

Type of Transaction: G2C- GOVERNMENT TO CITIZEN

Who May Avail: STUDENT ORGANIZATION OFFICERS
CKLIST OF REQUIREMENTS WHERE TO SECURE

Local In- Campus
Activity Checklist
Program Student Organizations
Budget Proposal Student Organizations
Resolution of the Student Organizations
Copy of the Approved Student Organizations
Parent's or Guardian's Office of Student Affairs and Services
Minutes and attendance Student Organizations
Faculty-in-charge Student Organizations
For physical activities:
Medical Certificate Infirmary
First Aid Kit Infirmary
Insurance Resource Generation Office

Emergency preparedness
plan to be given to
students and
stakeholders

Local Off-campus
Activity Checklist (CMO

a.1.1 Curriculum
Course Syllabus which
reflects the relevance of College
requiring an educational

tour and field trip

Student Organizations

a.1.2 Destination Student Organizations
a.1.3 Handbook / Office of Student Affairs and Services

a.1.4 Consent of the
Parents or Student’s
Guardian
Duly notarized /
subscribed consent

Student Organization Officers/Members, Notary
public

Page 1




a.1.5 Medical Clearance

Infirmary

a.1.6 Personnel-In-
Charge
Designation or order from
the Administration
indicating personnel-in-
charge’s role and
responsibilities before,
during and after off-

Student Organizations

a.1.7 First Aid Kit

Infirmary

a.1.8 Fees/Fund Source
Duly approved schedule
of fees

Student Organizations

a.1.9 Insurance
Proof of insurance
provision

Resource Generation Office

a.1.10 Mobility of
Students
Updated/valid documents
pertaining to registration,
insurance coverage,
driver’s license,
assurance of
roadworthiness, among
others.

Student Organizations

a.1.11 LGUs/ NGOs
* Copy of the letter sent
to the LGUs
*» Copy of
acknowledgement letter
from the LGUs

Local Government Units/Non-Government
Organizations

a.1.12 Activities
* Minutes and attendance

of the briefing and
consultation conducted to

concerned students,

faculty, and stakeholders

*Appointment with
conforme of Personnel-in-

charge
* ltinerary

Student Organizations

Page 2




CLIENT STEPS

AGENCY ACTION

FEES TO

PROCESSING

PERSON

Evaluate and Verify the

BE PAID

TIME

RESPONSIBLE

Present the Letter of required
Request with required attachments/documents o 2 days SO Personnel
attachments/documents |and recommend for
for evaluation approval
Log in the Evaluation of ﬁ?::: g:gp;;:;?%ng
Student Activities None 5 minutes SO Personnel
proceed to the next
logbook :
office for signature
TOTAL: None 2 Daysand 5
mins
Request letter and
attachments are sent to
On line transaction the email address None SO Personnel
studentorganization.pb@ 1 hour upon
g.batstate-u.edu.ph receipt

For comments, suggestions and complaint, you may send it to artahelpdesk@g. batstate-u.edu.ph .
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CITIZEN'S CHARTER

MISSION
A university committed to
producing leaders by
providing a 21st century
learning environment through

VISION innovations in education,

A premier national university that multidisciplinary research, and
develops leaders in the global community and industry
knowledge economy partnerships in order to

nurture the spirit of
nationhood, propel the
national economy, and
engage the world for
sustainable development

1. Approval of Application for Student Assistantship (Face to Face
Transaction)

Description of the Service: Students who are currently enrolled except for first
year students may apply as Student Assistants.

Office or Division: Office of Student Affairs and Services

Classification: Simple

N R ELGEETS (G G2C- Government to Citizen

Who May Avail: Student with at least 1-year residency in the
University

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

One (1) Photocopy of Previous
Registration Form (with enrolled 18 units | Registrar's Office
of academic load)




One (1) Photocopy of Current
Registration Form (with minimun of 18

units of academic load or as required by | Registrar's Office
their respective curiculum excluding On-

the-Job Training)

One (1) Photocopy of Report of Grades of

previous semester (must not have Registrar's Office

received a grade of 5.00 or Dropped)

One (1) Printed Copy of Official Class
Schedule, current

College/Department

One (1) pc. 2x2 Colored ID Picture

Provided by the Students

Student Assistantship Application Form

AGENCY
ACTION

CLIENT STEPS

Check the

completeness
1. Submit all documentary Z;?gci;;ments
requirements at the Office conterit and
of Student Affairs and signatoriaes Ap
Services. prove or act

upon the

application

Office of Student Affairs and
Services

FEES
TO PROCESSI
BE NG TIME
PAID

PERSON
RESPONSI
BLE

Asst.
Director,
None | 7 minutes OSAS
Admin. Asst.

I, OSAS




: Issue Daily ; Admin. Asst.
2. Log the transaction. finereesd None | 3 minutes Il. OSAS
TOTAL: | None | 10 minutes

For comments, suggestions and complaints, you may send it to arfahelpdesk@gq.batstate-u.edu.ph




CITIZEN'S CHARTER

MISSION
A university committed to
producing leaders by
providing a 21st century
learning environment through
VISION innovations in education,
A premier national university that multidisciplinary research, and
develops leaders in the global community and industry
knowledge economy partnerships in order to
nurture the spirit of
nationhood, propel the
national economy, and
engage the world for
sustainable development

1. Approval of Application for Student Assistantship (Face to Face
Transaction)

Description of the Service: Students who are currently enrolled except for first
year students may apply as Student Assistants.

Office or Division: Office of Student Affairs and Services

Classification: Simple

NSRRI EGEE BN G2C- Government to Citizen

Student with at least 1-year residency in the

Who May Avail: University

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

One (1) Photocopy of Previous
Registration Form (with enrolled 18 units | Registrar's Office
of academic load)




TIgEEBSE PROCESSI RZESRI:’SO?gI
ACTION 0 °F NG TIME sk

AGENCY

CLIENT STEPS

1. Visit the Student Portal
and select “Student
Support and Feedback
Mechanism Portal” or log
in

https://dione.batstate-
u.edu.ph/ossfmp/#/

2. Click “Next” and “Sign
in” using the student
portal account.

Checking of .
the Student Dirsgtor,
Support and 3 working USRS
3. Click the “Next” button Feedback None Haiia
to proceed. ; y Admin. Asst.
Mechanism
II, OSAS
Portal

4. Fill out the data needed
(Contact Number and
Gsuite Email Account),
choose a feedback
category, write a brief
description of the
feedback and issue and
click the “Next” button.




5. Check the declaration
box, and click the
“Submit” button.

6. Click “Yes” to confirm
or “Cancel’.

7. Click “Ok” once
submitted.

. 3 working
TOTAL: | None days

For comments, suggestions and complaints, you may send it to artahelpdesk@gq.batstate-u.edu.ph




CITIZEN'S CHARTER

MISSION
A university committed to producing leaders
by providing a 21st century learning
environment through innovations in
education, multidisciplinary research, and
community and industry partnerships in order
to nurture the spirit of nationhood, propel the
national economy, and engage the world for
sustainable development

VISION
A premier national university that
develops leaders in the global
knowledge economy

Issuance of Certificate of Good Moral Character (CGMC) (Face to Face
Transaction

This certification is issued upon request of the bearer for whatever purposes it
may serve. The office aims to assist and serve all students and former
students of Batangas State University to achieve their mission and goals in
life.

Office or Office of the Vice Chancellor for Academic Affairs- Office
Division: of Guidance and Counseling

Classification: Simple
Type of
Transaction:

Who May Avail: All students and former students of Batangas State
Universi
CHECKLIST OF

G2C - Government to Citizen

REQUIREMENTS WHERE TO SECURE
For School Requirement:

1. Accomplished Exit Interview

Form OGC

2. Request of CGMC form

signed by OSD Coordinator/ OGC, Office of Student Discipline (OSD)
Head

3. Official Receipt (Pay PHP 30) | Cashier

4. Documentary Stamp (1 piece) | BIR

For Employment, Licensure Exams & Further Studies:

1. Diploma or TOR (1

hotocopy) Registrar

2. Request of CGMC form
signed by OSD Coordinator/ OGC, Office of Student Discipline (OSD)
Head

3. Official Receipt (Pay PHP 30) | Cashier

4. Documentary Stamp (1 piece) | BIR

For Scholarship Purposes:

1. Application form of
scholarship (1 photocopy)

Concerned agency/ organization




2. Registration form of the

current semester Registrar
(1 photocopy)
3. Grades from previous Registrar

semester (1 photocopy)

4. Request of CGMC form
signed by OSD Coordinator/
Head

OGC, Office of Student Discipline (OSD)

5. Official Receipt (Pay PHP 30) | Cashier
6. Documentary Stamp (1 piece) | BIR

For TOSA Applicants:

1. TOSA application form of

scholarship - for scholars only (1 | SOA
photocopy)

2. Registration form of the

current semester Registrar

(1 photocopy)

3. Any proof of application of
honors/awards to any
organization (1 photocopy)

Concerned organization

4. Request of CGMC form
signed by OSD Coordinator/
Head

OGC, Office of Student Discipline (OSD)

5. Official Receipt (Pay PHP 30)

Cashier

6. Documentary Stamp (1 piece)

BIR

For OJT Purposes:

1. Registration form of the
current semester
(1 photocopy)

Registrar

Issuance of Certificate of Good Moral
Character (CGMC)...

2. Request of CGMC form
signed by OJT Coordinator and
OSD Coordinator/ Head

OGC, OJT Coordinator, and Office of
Student Discipline (OSD)

3. Documentary Stamp (1 piece)

BIR

For Students who will represent the University in regional/ national/

international competitions




current semester
(1 photocopy)

1. Registration form of the

Registrar

of players
(1 photocopy)

2. Approved letter of the event
and any proof that the student is
part of the competition like
invitation, application or line-up

Concerned office/college/person

Head

3. Request of CGMC form
signed by OSD Coordinator/

OGC, Office of Student Discipline (OSD)

4. Documentary Stamp (1 piece)

BIR

FEES ' PROCES
AGENCY PERSON
CLIENT STEPS TOBE SING
ACTION PAID TIME RESPONSIBLE
1. Submit the 1. Checks PHP 25 OGC Guidance
required and verifies | 30.00 minutes Facilitator/ OGC
documents to the (except | (Allowable | Head/OGC
Office of Guidance | completenes | for OJT | extension | Coordinator/Colleg
and Counseling s of the and of e Dean/Dean of
(OGC) requirement | students | processin | Colleges/Associate
sasto who will |gtime Dean
content and | represen | based on
signatories |t the unexpecte
and process | Universit | d
the CGMC |yin circumsta
regional/ | nces)
national/ | E.g.-
internati | CGMCs
onal requested
competiti | near the
ons) cut off
time (4:00
pm) will
be
released
8:30 am
the next
day or
sudden
power
failure.
2. Accepts CGMC | 2. Inform the | None 5 minutes | OGC Guidance
from the Guidance | client to log Facilitator/ OGC
Facilitator/ in the Head/OGC




Guidance Head logbook. Coordinator
and logs in to the
log book for
released CGMC.
30.00 minutes

For comments, suggestions and complaints, you may send it to artahelpdesk@gq.batstate-u.edu.ph.
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@2 - CITIZEN'S CHARTER
MISSION
A university committed to producing leaders
VISION by providing a 21st century leaming

environment through innovations in
education, multidisciplinary research, and
community and industry partnerships in
order to nurture the spirit of nationhood,
propel the national economy, and engage
the world for sustainable development

A premier national university that
develops leaders in the global
knowledge economy

Issuance of Admission Slip (Face to Face Transaction)

An admission slip documents absence and tardiness and causes of such. It is
issued to lessen or prevent absenteeism and tardiness among officially enrolled
college students of Batangas State University.

Office of the Vice Chancellor for Academic Affairs- Office
of Guidance and Counseling

Classification: Simple

Type of
Transaction:

Office or Division:

G2C - Government to Citizen

Who May Avail: All _ofﬁciglly enrolled college students of Batangas State
University who are always absent and/or tardy in class.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Accomplished Report of

Absences Form e

2. Excuse letter signed by parent or

guardian

(1 photocopy of ID of parent/guardian of student
parent/guardian who signed the

excuse letter)

with any of the following, as

applicable:

Medical certificate in case of health

reasons Physician or clinic
(1 photocopy)

Death certificate in case of death of

a relative Local Civil Registry
(1 photocopy)




Approved letter of the activity for
school related activities (1

Concerned office/college/person

photocopy)
AGENCY PERSON
S SRR JeTION RESPONSIBLE
1. Submit the 1. Checks None | 14 OGC Guidance
required documents | and verifies minutes Facilitator/ OGC
to the Office of the (Allowable | Head/OGC
Guidance and completenes extension | Coordinator
Counseling (OGC) s of the of
and undergoes requirements processin
interview as to content g time
and based on
signatories, unexpecte
conducts d
interview, circumsta
and nces)
processes E.g.In
the case the
issurance of client/stud
admission ent has
slip many
concerns
that need
immediate
attention
2. Accepts 2. Inform the | None |1 minute | OGC Guidance
admission slip from | client/student Facilitator/ OGC
Guidance Facilitator/ | to log in the Head/OGC
Guidance Head and | logbook. Coordinator
logs out to the
record book for
released admission
slip
TOTAL: 15
i minutes

For comments, suggestions and complaints, you may send it to arfahelpdesk@g.batstate-u.edu.ph




CITIZEN'S CHARTER

MISSION
A university committed to producing
leaders by providing a 21st century
learning environment through innovations
in education, multidisciplinary research,
and community and industry partnerships
in order to nurture the spirit of nationhood,
propel the national economy, and engage
the world for sustainable development
Enrolment of New Students and Transferees in the Undergraduate
Programs (Face to Face Transaction)
Qualified applicants who have pre-registered online will be officially enrolled by
completing the following processes. Further, student transferees whose
applications for transfer has been approved shall undergo the same processes
stated below.

‘ﬂ'j s pl\\

VISION
A premier national university that
develops leaders in the global
knowledge economy

Office or Division: Registrar's Office

Classification: Simple

I AR ELEETE G G2C- Government to Citizen

Who May Avail: Qualified applicants as new student or transferee

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
New Students:
Original Report Card/Form 138 Previous school

Certificate of Good Moral Character | Previous school

Original Copy of PSA Birth
Certificate/Marriage Certificate for Student
Married Female Enrollees

Testing Admission Office/Online

Notice of Passing Account in Admission

Transferees:

a. Transferees from Other HEIs

Notice of Passing Testing Admission Office

Approved Application Form




Transfer Credentials (Certificate of
Transfer Credential/Honorable
Dismissal, Original Transcript of
Records)

Previous School

PSA Birth/Marriage Certificate

Student

Certificate of Good Moral Character

Previous school

b. Transferees from Another
BatStateU Campus

Approved Application Form

College which approved the student's
application

Registrar's Office of the previous

CTC of Grades BatStateU Campus
Accomplished Student's Clearance Student
Studen

Parent's Consent

t

Conditional Requirement (In case
of the Absence of Form 138/Report
Card):

Certification as a Graduating Student

Previous school

Certification that the student has not
been admitted to other school

Previous school

FEES
AGENCY TO PROCESSI PERSON
et ACTION BE NG TIME RESPONSIBLE
PAID
Verify and
1. Submit the check “.“"f
requirements and autientolty
secc‘:ure a copy of the and None | 5 minutes |Registrar's Staff
: . completion of
Registration Form the
documents
Print the
Registration
Form
2. Fill out the 3;ggfnt1hguing
Eﬁﬁlzgﬂf:eigﬁau up the None 5 minutes | Registrar's Staff
information Regieration
Form




3. Receive the
student's copy of
Registration Form

Check the
accuracy of
information
printed in the
Registration
form

Issue the
student's
copy of
Registration
Form

None

2 minutes

Registrar's Staff

4. Sign in the Client
Logbook

Guide the
client in
signing in the
Logbook

None

3 minutes

Registrar's Staff

TOTAL:

None

15 minutes

LEADING INNOVATIONS, TRANSFORMING LIVES

For comments, suggestions and complaints, you may send it to artahelpdesk@gq.batstate-u.edu.ph




