PANGASINAN STATE UNIVERSITY
Region’s Premier University of Choice
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VISION

To become an ASEAN Premier State University in 2020

MISSION

The Pangasinan Stamversity, through instructesearch,
extension ammroduction, commits to devedpy principled,
morally pright, innovative and glolcallgpetent individuals
capable of meeting the needs of industry, public service
civil society.

CORE VALUES

A ccountability and Transparency
Credibilitand Integrity

Competence and Commitment to Achieve
E xcellence in Service Delivery

Social and Environmental Responsiveness
S pirituality

GUIDING PHILOSOPHY

The Pangasinan State ttthe ve
Filipino educational philostiy@tyeducation is geared towards
better citizenship ance livi h o o d and t he

declaration that EDUON IS FOR ALL giving ACCESS to
guality education.
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STRATEGIC GOAL:

1. Excellent Student Learning and Career Development
2. StronfResearch Culture and Technology Transfer

3. Good Governance

4. Sustainable Social Responsibilities

5. Responsive to Globalization and Diversity

6. Customdbcused

CORE COMPETENCIES

People's ChampionP SU empl oyeesd <champi on
professionalism in all situations. They act in the best interest or the greate
of the University.

Continuoudnnovative LearnePSU employees ensure that quality services
are delivered prompdgpectfully, and willingly to clients and stakeholders; th
they commit to continuously seek new knowledge to addredsatiggreyer
demands of the community.

Community Developer PSU employees advocate programs for povert
alleviation and envirental conservation. Above all these, they exempli
ethical, moral, and valueen way of living.

LEADERSHIP BRAN

PeopleCentered PSU | eader sdé6 paramount ad
welfare and to cater to their needs resulting ve affdcéfficient service
delivery; thereby creating a harmonious working relationship.

ProductivityOrientedP SU | eader s6 ardent desi
and/or seek new knowledge and trends in education and technology lead
sustainaliy and higher productivity.

PassiorDriven-PSU | eader s6 prime covenan
towards work, heighten their commitment, trust and loyalty to build a cong
and happy workplace.
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QUALITY POLICY

The Pangasinan Stétmeiversity shall be recognized as an
ASEAN premier state university that provides quality educ
and satisfactory service delivery through instructrioh, resea
extension, and production.

We commit our expertise and resources to produce professis
who meet the expectations of the industry and other intere
parties in nat@mand international community.

We shall continuously improve our operations in response t
changing environment and I
direction.




PERFORMANCE PLEDG

We, the officials, faculty membersocareaaohing staff of
Pangasinaftate University, do hereby coomaitder quality
service to oudentified clientele that is reflective of:

PROMPTNES3Ve shall render our sepagitin the set time
frame toensure immediate attention and responfded
request for servicesthin reasonable time from 8:00AM ta
5:00PM, Mondays to Fridaysyard the exigency of public
servicgequires, even on Saturdaysandays with no noon
breaks.

ONENESS in PURPOSE and VIiS/GMember of one PSU
family, we shall draw strengtis@oport from each other as we
collectively share in the respiity of making our services
readily available and functionally delivemtsute the
satisfaion of our clientele.

WINNING PERFORMANCBNe shall consistently and

conscientiously devote our teseurces and energy with the
ultimate goal of providingribst assistance and the winning
service delivery to our identifiedetiegiven the limits of our

resources and capabilities.

EXCELLENCE We shalrender our services with utmost
concern fonntegrity, good manners, accoltgtal@nd
productivity as thepeofessional attributed would embod
excellence in our work pmdaceand thus, generate the
expected welfare effects to our identified clientele.

RESPONSIVENESSWe & a | | respond t ¢
commentsuggestions and complaints concdenimggality of
our services amdtiate corrective actions the sdmnest




possible through our P@dsistance Unit, whose task is to find
ways to serve you better.

FULL DISCLOSUREVe shall continue to impletherdtate
policy ofull public disclosure of all our officsgctrans to
operate with utmosnhcer for transparency in serviceety

thus, our records shalitinue to be open to publitrscmath
reasonable conditipnsscribed by law.

UNDERSTANDING and TOLERANEE shall perform our
work tasksand responsibilities with the highest zeal c
professional civildgurtesgnd respect due our FeHiywinos

and agentele and we understandghsitems and sentiments
relative to the services being requested.

LOVE for WORKWe shall openhanifest genuine concern
for thewelfare of ourrg¢getedclientelas this wouldstinctly
bear the hallmarkof professionalism and love for our work
Whatever we do, we do so sathmuch dedication and
commitmeials we generate pleasure duawohg satisfied the
needs of our clientele.




A.CashierUs Office

A.1-ISSUANCE OF OFFICRECEIPT.D FEEI.D LACEBOOKS SCHOOL UNIFORM.E UNIFORM, EYC.
Schedule of Availability: | Monday to Friday, 8:00/ AM0 PM

Who may avail of the sery StudentsGraduateand Employees

What are the requiremen] IDCard

Processing Period 1 minute
APPLICANT/CLIENT SERVICE PROVIDER DURATION PERSOI$ OUTPUT FRO
STEP ACTIVITY ACTIVITY OF INCHARGE FEES DOCUMENT/ THE SERVICE
ACTIVITY PROVIDER
Preserstthe ID Card with | Receives and Acknowled¢ 1 minute | Marjorie G. Necessary Fee ID Card IssuedDfficial
the prescribed payment { payment Mariado Receipt
the followirfges 1 ID Fee 1 Phpl0000
1 IDLaceFee |9 Php5000
1 ID Fee 1 Books 9 Price Varies
1 ID Lace Fee 1 School Uniforn § Php800.00 (Readyade)
1 Books Php68200(Cloth only)
1 M School Uniform 1 P.E. Uniform | Php70000
M P.E. Uniform




A.2-ISSUANCE OF OFFICIAL REGBEIPH, DIPLOMA, TRAER CREDENTIAL, CEHRTJATIONETC.

Schedule of Availability: | Monday to Friday, 8:000 ABt00 PM

Who may avalil of the sery Students and Graduates

What are the requiremeny ID Card

Processing Period 1 minute
SERVICE | DURATION OUTPUT FROM
STEP | APPLICANT/CLIENT AGTY| PROVIDER OF PERSONNCHARGE FEES DOCUMENT THE SERVICE
ACTIVITY | ACTIVITY| PROVIDER

Preserstthe ID Card with the| Receives and | 1 minute | Marjorie G. Mariado| Necessary Fee ID Card IssuedDfficial
prescribed payment for the | Acknowledge Receipt
followinfees payment 1 OTRwith DST 1 Php230.00
1 OTR 1 Diplomavith DST 1 Php280.00
1 Diploma 1 Transfer Credentigth DST | Php80.00
9 Transfer Credential 9 Certification Fedth DST 1 Php60.00
9 Certification Fee 1 CAWwith DST 1 Php60.00

1 1 CAV 1 RORwith DST 1 Php60.00
1 ROR 1 CTC 1 Php30.00
M CTC 1 Authentication 1 Php30.00
1 Authentication 1 Adding/Dropping Fee 1 Php50.00
1 Adding/Dropping Fee 1 Completion 1 Php25.00
1 Completion 1 Change Subject 1 Php50.00
1 Change Subject 1 Admission (for Foreign Stud¢ 1 Php 100.0
1 Admission (for Foreign

Students)




B. Admission, Guidance and Testing Office

B.1- APPLICATION FOR CERTIFICATE OF GOOD MORAL CHARACTER

Schedule of Availability: | Monday to Friday, 8:00/ A\M00 PM

Who may avalil of the seny Students arlumni

What are the requiremen| Official ReceifipCard

sigrsin the Logbook

Processing Period 5minutes
DURATIOI
STEPS APPLICANT/CLIENT AQTY SERVICE PROVIDER OF PERSON\CHARGE FEES DOCUMENT/S OUTPUT FROM T
ACTIVITY ACTIVITY SERVICE PROVID
Pays Certification Fee Receives payment 1 minute | Brandy N. Celino Php 60.00 | ID Card Issuedfficial Recei
1
Presergthe OR and Valid ID| Checks and validates OF 2minutes | Brandy N. Celino N/A OR and ID Car| Issuedsood Moral
processing and Vi ID Character Certificat
2
Clairs Certification Form and| Logs Certification Reque| 2 minutes | Brandy N. Celino N/A N/A N/A




B.2- APPLICATION FOR ADMISSION EXAM

Schedule of Availability:

Monday to Friday, 8:00/ A0 PM

Who may avail of the sen

Students arflumni

What are the requiremen

PSUApplication for College AdmissighD@atd

Processing Period

5mnutes

DURATION
STEPS APPLICANT/CLIENT AQTY SERVICE PROVIDE OF PERSOMNNCHARGE FEES DOCUMENT/S OUTPUT FROM T¥
ACTIVITY ACTIVITY SERVICE PROVID
SubmgaccomplishdeiSU Checks and validates 2 minutes | Brandy N. Celino N/A PSU Application for| Validated PSU
Application for College Admissic requiremeiaind entries College Admission | Application for Colle
Testfor verification TestFMAAAGTO1) | Admission Test
1
Releases Examinatio 3minutes | Judith A. Tolentino N/A N/A IssuedExamination

Clains permit for examination

Permit

Permit




C. Bookstore

C.1- PURCHASE OF BOOKS/ ID LACE/ SCHOOL AND P.E. UNIFORM

Schedule of Availability:

Monday to Friday, 8:00/ AMDOPM

Who may avalil of the sen

Students, Faculty members anteBldnng Staff

What are the requiremen;

Purchase Form, Official Receipt

Affiessignatre and
releases items

purchased

Processing Period 10 Minutes
DURATION OUTPUT FRO
STEPS APP;‘S%’:'/ITT/\C(L'EP SERVICE PROVIDI ™ oF PERSONCHARGE FEES DOCUMENT/S | THE SERVICE
ACTIVITY PROVIDER
Submg thefilled out| Receigs and check{ 5minutes | Judith A. Tolentino N/A N/A Validated
requiredorm the accuracy of the requireform
1 accomplisd
Purchase Form anc
advig he client to
pay at the Cashier
Pays Certification | Receives payment | 1 minute | Judith A. Tolentino 1 Books 1 Price Varies Book Release Form| Issued Official
Fee 9 ID Lace ! Php50.00 | (FMFMIGRO02) Receipt
M1 School Uniforn
> o Cloth 1 Php 682.00| ID Lace Ldgheet
o Readynade | Php 800.00| Release Form
M1 PE Uniform 1 Php 700.00 ]
Uniform Release Fo
(FMFMIGR01)
PreserstOR and Checks and stasnp | 4 minutes | Judith A. Tolentino N/A Official Receipt Signed and
clains the iterts N Realsedo stamped the OF
3 Official Receipt

Released
purchased item




D. Medical and Dental Services Office

D.1- MEDICAL CONSULTATION

Schedule of Availability:

Monday to Friday, 8:00/ A0 PM

Who may avalil of fegvice

Students / Employees

What are the requiremen

Enrolment printout (for new studEh&Spardfor old students) Pat i ent 0 s

Medi c

a l Reco

Processing Period

35Minutes

examination

SERVICE PROVIDE DURATION OUTPUT FROM TH
STEPS APPLICANT/CLIENT AQTY ACTIVITY OFACTIVITY PERSOMCHARGE FEES| DOCUMENT/S SERVICE PROVID
Sigrs Physical Examination I¢ Guideshepatient 10 minutes | Michelle T. Lacson N/A | ID Card Documentation of
book Patient
1| submitsfileitP a t i e n
Medical Recorfdr(new clients
only
Undergesmeasurement of | Conducts accurate | 10 minutes | Michelle T. Lacson N/A |Pat i ent |Vital signs patient
height, weight, Blood Pressu measurements Medical Record accurately evaluate
o | respiration, pulse rate, (FMAAMDS4) | and noted
Snellen's visual acuity
Submits to physical examing Conducts physical | 15 minutes | Michelle T. Lacson N/A |Pat i ent | Medical Interview af

Medical Record
(FMAAMD®4)

Physical Examinatiq
conducted




E. Administrative Office

E1ISSUANCE OF CERTIFICATE OF EMPLOYMENTCE RECORD AND OOFRERL EAVAR/IDOCUMENTS

Schedule of Availability:

Monday to Friday, 8:00/ A0 PM

Who may avalil of the sen

PSU Employee, COS,-thag and Job Order Personnelett@oseparated from the sgiResigned, Retired, End of
Contracflransferred, etc.)

What are the requiremen;

Request for Documents Form

Processing Period

25 Minutes

DURATION O

OUTPUT FROM THE

COE/SR/ requestimtuments

requested documents

Marilou C. Guiang

STEPS APPLICANT/CLIENT AGTY | SERVICE PROVIDER WCTY ACTIVITY PERSONNCHARGE | FEES DOCUMENT/S SERVICE PROVIDE
SubmgaccomplishdRlequest fo Receives and chetks RDF 3 minutes Prof. Rene D. Cacho N/A Request for Documer RDF checkeeyaluated
Documents Form to the front ( Marilou C. Guiang FormEMADHRDBOYD) | and submitted

1 | personnel
N/A Approves the RDF 2 minutes Prof. Rene D. Cacho N/A N/A Endorsed afgpproved
Marilou C. Guiang RDF
2
N/A Checks records of the concerne( 10 minutes Prof. Rene D. Cacho N/A N/A Gathered anetrified
3 employde Marilou C. Guiang data from
records
N/A Processes signing of 6 minutes Prof. Rene D. Cacho N/A N/A Printed and accomplis
4 COE/SR/requestatuments Marilou C. Guiang the requested docume
Sigrs the logbo@ndreceives | Logsandrelease€OE/SR/ 4 minutes Prof. Rene D. Cacho N/A N/A Issued documents




F. Accounting Services Office

F.1-REQUEST FOR ORDER OF PAYMENT

Schedule of Availability:

Monday to Friday, 8:00/ A0 PM

Who may avalil of the sen

Debtors / Employees / Students / Campuses

What are the requiremen

Varies depending on type of fees / remittance

Processing Period

4 Minutes

SERVICE PROVIDER DURATION O OUTPUT FROM THE
STEPS APPLICANT/CLIENT AQTY ACTIVITY ACTIVITY PERSONMCHARGE FEES DOCUMENT/S SERVICE PROVIDER
Preserstassessment or Evaluatedocument and | 2 minutes Ma. Lourdes B. Cerezo | NA Varies depending on ty Printed Order of Paymer
document endorsing collecti| prepargorder of payment of fees / remittance endorsed for approval
particulaiee and remittance i
forcampuses
1
2 minutes Ma. Lourdes B. Cerezo | NA N/A Issued order of Payment

Claims Order of Payment

Approves ordef payment




F.2-ISSUANCBF PAYSLIP OR CERTIFICATION OF BENEFITS RECEIVED

Schedule of Availability: | Monday to Friday, 8:00/ A0 PM

Who may avail of the sery Employees

What are the requiremeny ID Card

Processing Period 3 Minutes
DURATIOI
STEPS APPLICANT/CLIENT AaTY| SERVICE PROVIDER =0 PERSOMCHARGE FEES| DOCUMENT/S | QUTPUT FROM TH
ACTIVITY ACTIVITYI SERVICE PROVID
Claim#ay slip or Certificatiol Verifies existence of pay| 2 minutes | Ma. Lourdes B. Cerezo N/A ID Card Payslip verified or
benefits received or benefits received for Proof of receipt of
certification benefits
1

Receives Pay slipdrtification| Issusverified Pay slip or| 1 minute | Ma. Lourdes B. Cerezo N/A N/A Issued Paslip or

of benefits received

certification of benefits
received

certification of bene
received




F.3-ISSUANCE OF CLEARI: FOR FINANCIAL ACCOUNTABILITY

Schedule of Availability:

Monday to Friday, 8:00/ A0 PM

Who may avail of the servi¢ Employees
What are the requirements] Filled outlearance form
Processing Period 7 Minutes
DURATION
STEPS APPLICANT/CLIENT AQTY SERVICE PROVIDER IWCITY OF PERSOMCHARGE | FEES DOCUMENT/S OUTPUT FROM Th
ACTIVITY SERVICE PROVID
Submits Clearariegam for Verifiesecord of employee on the existen¢ 5 minutes | Ma. Lourdes B. Cerezd N/A Clearance Form Verified employee
Financial Accountability unliquidated cash advances and other lial (FMADHRD029 / profile as to financig
due to the university FMADHRDB026) accountability
1
Receives sign&iearance Submits fillexutClearanc&orm taheHead of| 2 minutes | Ma. Lourdes B. Cerezg N/A N/A Issued signed

Form

Accountingnitfor signature

clearance
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F.4-ISSUANCE OF TAX CERTIFICATES

Schedule of Availability: Monday to Frid&yQ0 AM 5:00 PM

Who may avalil of the servi¢ Creditors

What are the requirements] ID Card or copy of proof of collection

Processing Period 7 Minutes
DURATIOI
STEPS APPLICANT/CLIENT AaTY| SERVICE PROVIDER =0 PERSOMCHARGE FEES| DOCUMENT/S | QUTPUT FROM TH
ACTIVITY ACTIVITYI SERVICE PROVID
Requestfor tax clearance Verifespayment to credit¢ 5 minutes | Ma. Lourdes B. Cerezo N/A ID Card or copy of | Verified withholding
with withholding of taxes tax record

proof of collection

ReceiveFax Certificate

Submits tax certificate
prepared tineHead of
Accountinghnitfor
signaturéapproval

2 minutes

Ma. Lourdes B. Cerezo

N/A

N/A

Issued signed
tax certificates




F.5- REQUEST FARAYMENT GFASH ADVANCE / REIMBURSEMENT / PROCUREMENT / PAYROLL AND OTHER CLAIMS

Schedule of Availability:

Monday to Friday, 8:00/ A\00 PM

Who may avalil of the servic

Employees a@teditors

What are the requirements

1. Approved request, Billing Statemfsrdaamt with complete evaluated required supporting documents

2. Approved Budget Utilization Request / Obligation Slip

Processing Period

Not later than 7 working days

DURATION O OUTPUT FROM Tk
STEPS APPLICANT/CLIENT AQTY SERVICE PROVIDER WCTY ACTIVITY PERSOMCHARGE FEES DOCUMENT/S SERVICE PROVID
Subm#approved request, billing or | Check completeness of 20minutes Ma. Lourdes B. Cerezo N/A Approved Request | Verified documents
statement of account with the comp| documents, existente Billing or Statement| complete
evaluated required supporting docul approved obligations and inc Account, Approved
and Approved Obligation slip / BUR| of payment if payments was Obligation Slip / BU
yet been made .
Supporting
1 Documents
N/A Prepares Disbursement 5 minutes Ma. Lourdes B. Cerezo N/A Disbursement Printed Disburseme

Voucher

Voucher

Voucher




N/A Submits Disbursement Vouc 5 minutes Ma. Lourdes B. Cerezo N/A Signed Box A of DV Endorse®V for
(DV) to Finance for Approval approval

N/A SignsDVand submits to 2minutes Ma. Lourdes B. Cerezo N/A Signed Box B of DV Endorsed DV for
Cashierds Off payment
preparation

N/A Forwards the check to the O] 10minutes Ma. Lourdes B. Cerezo N/A Check Endorse approval o
of the President for approval payment

Claims the check Releases the signed check | Varies Ma. Lourdes B. Cerezo N/A Check Released check

depending on
the availability
of the Head of
the Agency




F.6- REFUND OF FEES (OVERPAYKKENRASSESSMENT ERROR AND ADJUSTMENT)

Schedule of Availability:

Monday to Friday, 8:00/ AM0 PM

Who may avalil of the sen

Students

What are the requiremen;

1. Original Copy of Official Receipt

2. Student copy of Assessment Slip

3. Endorsemenvm Student Services / CED
4. Photocopy l@fCard

Processing Period

Not later than 7 working days

DURATION OF

OUTPUT FROM TH

STEPS APPLICANT/CLIENT AQTY| SERVICE PROVIDER WY ACTIVITY PERSONMCHARGE FEES DOCUMENT/S SERVICE PROVID
Presertrequirements Evaluates and verifies correclt 10 minutes Ma. Lourdes B. Cerezo N/A Transaction slip Requirements
1 forevaluation and authenticity of the docum Marjorie G. Mariado evaluated and verifi
N/A Prepares Disbursement Voug 5minutes Ma. Lourdes B. Cerezo N/A Disbursement Printed Disburseme
2 Marjorie G. Mariado Voucher Voucher
3 N/A Submits Disbursement Vouch 5 minutes Ma. Lourdes B. Cerezo N/A Signed Box A of DV Endorse®V for
(DV) to Finance for Approval Marjorie G. Mariado approval
N/A SignsDVand subnsito 2 minutes Ma. Lourdes B. Cerezo N/A Signed Box B of DV Endorsed DV for
Cashierdos Off Marjorie G. Mariado payment
4 preparation
N/A Forwards the check to the Off 10minutes Ma. Lourdes B. Cerezo N/A Check Endorse approval o
) of the President for approval Marjorie G. Mariado payment
Claimsthe check Releases the signed check | Varies depending on tf Ma. Lourdes B. Cerezo N/A Check Released check
6 availability of the Hea( Marjorie G. Mariado

the Agency




G. Library and Audio - Visual Services

G.1- SIGNING OF LIBRAR¥EERANCE

Schedule of Availability: | Monday to Friday, 8:00- BM0 PM UndergraduagéedGraduate Library
Satuday 8:00 AM5:00 PMGraduate LibraagdOUS Library

Who may avail of the seny Studentd=aculty and Staff

What are the requiremen| 1.Clearance Form

2. Order of Payment Slip

Processing Period 5 minutegfor students with accountabBityjinutedor students vatitaccountability)
DURATION OUTPUT FROM T
STEPS APP'A'gTAI':'”TT’gL'ENT SERVICE PROVIDER WCTY OF PERSOMCHARGE FEES DOCUMENT/  SERVICE
ACTIVITY PROVIDER
Presentthe Clearance Forl Checkand veidst he Bor | Andrea Luisa C. Junio N/A Clearance Unreturned books
Account Records /Delinquent 2 minutes Form overdue accounts ¢
1 Database for any library account: checked
Pay any unpaid / lost bool Issues Order of Payment 2 minutes | Andrea Luisa C. Junio Varies depending on Order of Unreturned boadks
(for students with the amount of item/s| Payment Slip| lost books refunded

accountabilipnly)

Claimghe approved Returathe approvediearance For Andrea Luisa C. Junio NA Clearance Signed Clearance
3 Clearance Form to the client 1 minute Form Students/Faculty/S




G.2- ANSWERING REFERENCE QUESTIONS

Schedule of Availability: | Monday to Friday, 8:00- M0 PM UndergraduadadGraduate Library

Satuday, 8:00 ANb:00PM- Graduate LibragdOUS Library

Who may avalil of the sen Studentd=aculty and Staff

What are the requiremen| Reference Question Form

Processing Period 5minutes

APPLICANT/CLIENT

DURATION O

OUTPUT FROM

STEPS ACTIVITY SERVICE PROVIDER ITITY ACTIVITY PERSONMCHARGE FEES DOCUMENT/S TII;'FEOS\I/EII[?)\IQSE
Submits the accomplished | Documents tiReference Question Forn 5minute Andrea Luisa C. Junio | N/A Reference Question Reference questio
Reference Question Form | and assist the client FormFMAALIBO7) | is noted and

recorded




G.3-BORROWING LIBRARY BOOKS

Schedule of Availability: | Monday to Friday, 8:00- BM0 PM UndergraduadéedGraduate Library

Satuday, 8:00 AN5:00 PMGraduate LibraagdOUS Library

Who may avail of the seny Studentd=aculty and Staff

What are the requiremen; IDCa r d

( St ud e mad(Baculty antf/ iIDCardorKefedral Let@EDutside ésearchers)

Processing Period 5 minutes
OUTPUT FRON
STEPS  APPLICANT/CLIENTTIVITY SERVICE PROVID] DURATION PERSON\CHARGE FEES DOCUMENT/S THE SERVICE
ACTIVITY OF ACTIVIT PROVIDER
Preserstbook/s and the Card Checkand velids 3 minutes Andrea Luisa C. Junio N/A | ID Card Checked and
thelD Card verifiedUniversity
ID Card
1
Signs the Book card and Logbook Releasethe 2minutes Andrea Luisa C. Junio N/A | Date due SIFMAALIBO3) | Library materials
Claims the book/s borrowetiooks / Book Car(FMAALIBO2) | released
2

Note: a) Undergraduate students are allowed to borrow books for overnight, to be returned the following class day.

b) Graduate students are allowed to borrow books for a week.




G.4- RETURNING LIBRARY BOOKS

Schedule of Availability: | Monday tBriday, 8:00 AM:00 PM UndergraduadéedGraduate Library

Satuday, 8:00 AN5:00 PMGraduate LibraagdOUS Library

Who may avail of the seny Studentd=aculty and Staff

What are the requiremen| Borrowed Book/s

Processing Period 2minutes
DURATION O OUTPUT FROM TH
STEPS APPLICANT/CLIENT AATY SERVICE PROVIDER ICITY ACTIVITY PERSONNCHARGE FEES DOCUMENT/S SERVICE PROVIDE
Preserstbook/s for return Receiveand processmaterials for 1 minute Andrea Luisa @unio N/A BookCard Books returned has
return been cheelkland
verifed
1
Claims thid Card Returs theD Card 1minute Andrea Luisa C. Junio | N/A N/A ID Card returned to th

client




G.5-INTERNET ACCESS IN THBRARY

Schedule of Availability: | Monday tBriday, 8:00 AM:00 PM UndergraduadéedGraduate Library

Satuday, 8:00 AN5:00 PMGraduate LibraagdOUS Library

Who may avail of the seny Studentd=aculty and Staff

What are the requiremen]IDCar d ( St ud e rard(Bacultyard&afh r r ower 6 s C
Processing Period 3 minutes
DURATION O OUTPUT FROM
STEPS APPLICANT/CLIENT AGTY SERVICE PROVIDER WY PERSOMN-CHARGE FEES DOCUMENT/S THE SERVICE
ACTIVITY PROVIDER
Registers in the Daily Attendg Assists the client and assigns vacant| 2 minute Andrea Luisa C. Junio | N/A Daily Attendance | Assisted client
Logbook and wait for PC Logbook
assignment
1
Logs out Checks the unit 1 minute Andrea Luisa C. Junio | N/A Daily Attendance PC Unit checked

Logbook




G.6- AUDIGVISUAIROOM SERVICES

Schedule of Availability:

Monday to Friday, 8:00- BM0 PM UndergraduagéedGraduate Library
Satuday, 8:00 AN5:00 PMGraduate LibraagdOUS Library

Who may avail of the sen

Studentd-aculty and Staff

What are threquirements:

1.IDCar d
2.AVR Request Form

( St ude md(Bacultyarsgafh r r ower 6 s C

Processing Period

2 minutes and 15 seconds

DURATION O

OUTPUT FROM

STEPS APPLICANT/CLIENT AQTY SERVICE PROVIDER WY PERSONMCHARGE FEES DOCUMENT/S THE SERVICE
ACTIVITY PROVIDER
Submits the accomplishe® | Receiveand recosthe details of the | 2 minutes Andrea Luisa C. Junio| N/A AVR Request Form | Recordedequest
Request Form (2 copies) request
1
Claims the approved AVR Schedules the activity and issues the 1 minute Andrea Luisa C. Junio| N/A AVR Request Form | Approveend

Request Form

approved AViRequest Form

scheduled activity




H.Regi strar Us Of f |

H.1- ISSUANCE OF EVALUWN RECORD

Schedule of Availability: | Monday to Fridaé8:00 ANl 5:00 PM

Who may avalil of the seny Studentand Graduates

What are the requiremen) IDCard Official Receipt

Processing Period 16minutegfor Regular Studentshodr and 1 mingter Irregular Students)

SERVICE PROVIDE| DURATION OF OUTPUT FROM

STEPS APPLICANT/CLIENTTIVITY ACTIVITY ACTIVITY PERSONNCHARGE FEES DOCUMENT/S TEFEOS\I/EIRD\SRC':E
Submits the accomplished Reviewand evaluates | 15 minutes Jane T. Bautista N/A ID Car@nd accomplisheg Evaluated student/
Evaluation Result Form the record and identify| (Regular Stadts) Evaluation Result Form

deficiencies
1 1 hour
(Irregular Students
Claims the Evaluation Recorq Releases the Evaluati¢ 1 minute Jane T. Bautista N/A N/A Issued Evaluation
Result Resul{Portabased




H.21-ISSUANCE ORANSFER CREDENTIAROR GRADUATRE$onorable Dismissal)

Schedule of Availability:

Monday to Friday, 8:00iAWD0 PM

Who may avalil of the sen

Studentand Graduates

What are the requiremen

ID CardApplication for Transfer Credential

Processing Period

32 minutes

OUTPUT FROM

STEPS APPLICANT/CLIENT AQTY SERVICE PROVIDE}  DURATION OF PERSONMCHARGE FEES DOCUMENT/S THE SERVICE
ACTIVITY ACTIVITY PROVIDER

PaygheTransfer Credential H Receives and 1 minute Jane T. Bautista Php 80.00 ID Card Issued @icial

1 acknowledges paymen Receipt
Presents the Official Receipt| Checkthe Official 30 minutes Jane T. Bautista N/A Official Receipt Processed the

Receipand processes tl Transfer Credentis

2 Transfer Credential

Claims th&ransfer Credential| Releases thiransfer 1 minute Jane T. Bautista N/A N/A Released the

Credential

Transfer Credentig




H.22-ISSUANCE ORANSFER CREDENTIAOR UNDERGRADUATHShorable Dismissal)

Schedule of Availability:

Monday to Friday, 8:00iAWD0 PM

Who may avalil of the sen

Studentand Graduates

What are the requiremen;

ID CardDuly accomplish@earancgApplication for Transfer Credential

Processing Period

33 minutes

SERVICE PROVIDEI

DURATION OF

OUTPUT FROM

STEPS APPLICANT/CLIENT AQTY ACTIVITY ACTIVITY PERSOMCHARGE FEES DOCUMENT/S ngg\ﬁg\élé:E
Ges theApplication forahsfer | Gives out Clearance F¢ 1 minute Jane T. Bautista N/A N/A Issued Application
Credenti@ndsecure required forTransfer
signatures Credential

1
PaygheTransfer Credential H Receiveand 1 minute Marjorie G. Mariado Php 80.00 ID Card Issued @icial
2 acknowledges paymen Receipt
Presents the Official Reegigt| Checks the Official 30 minutes Jane T. Bautista N/A Official Receignd Processed the
submitslulyaccomplished Receipt and processes Accomplished Transfer Credentig
3 Application fdransfer Transfer Credential Application for
CredentigdFMAAREG12) Transfer Credential
(FMAAREGL12)
Claims th&ransfer Credential| Releases thiransfer 1 minute Jane T. Bautista N/A N/A Released the
Credential Transfer Credentia
4 and Certification o

Grades




H.3- ISSUANCE GBFFICIAL CERTIFICATION

Schedule dfvailability:

Monday to Friday, 8:00iAWD0 PM

Who may avalil of the sen

Studentand Graduates

What are the requiremen

IDCard Official Receipt

Processing Period

Within 3 working days

OUTPUT FROM

STEPS APPLICANT/CLIENT SERVICE PROVIDERTIVITY DURATION Q PERSONNCHARGE FEES DOCUMENT/S] THE SERVICE
ACTIVITY ACTIVITY PROVIDER
Presents the accomplishe Receives and acknowledges 1 minute Marjorie G. Mariado Php 60 ID Card Issued @icial
payments Receipt

appropriate form amgpthe

1 | Certification Fee
PresersOfficial Regpt Checks the Official Receipt and | Within 3 Marjorie G. Mariado N/A Official Receipt | Processed the

5 processes Official Certification | working days Official Certificatio
Claims th&fficial Releases th@fficial Certification | 1 minute Marjorie G. Mariado N/A N/A Released th@fficial
Certification Certification

3

Certification(Certificate of Graduation, Certificate of Grades, Certificate of units earned, Certifichtaitsd, Rreftifitli@ @epyof documents and etc.)




Curzen s 8
CHARIE

H.4-ISSUANCE GFERTIFICATION, AUTHENTICATION AND VERIFDEADTBMND DIPLOMA

Schedule of Availability:

Monday to Friday, 8:00iAWD0 PM

Who may avalil of the sery Studentand Graduates

What are thhequirements:

IDCard Official Receipt

Processing Period 1 hour an@minute
DURATION OUTPUT FROM
STEPS APPI"AIg%':I/ITTlgLIENT SERVICE PROVIDER IMCITY OF PERSONNCHARGE FEES DOCUMENT/ THE SERVICE
ACTIVITY] PROVIDER
Pays theCertification, Reeives and acknowledges paymer 1 minute | Marjorie G. Mariado Php 60.00 ID Card Issued @icial
Authentication awdrificatior Receipt
1 (CAVFee
Presents the Official Rece| Checks the Official Recpiptesses | 1 hour Jane T. Bautista N/A Official Duly Signeahd
Certification, Authentication and Receipt Sealed Certificatio
2 Verification of OTR/Diploma Authentication ang
Verification Form
(CAV)
Claims th®TR/Diploma Releases tH@TR/Diploma 1minute | Jane T. Bautista N/A N/A Released the
OTR/Diploma




H.5- ISSUANCE GPFFICIAL TRANSCRIPT OF RECORDS
Schedule of Availability: | Monday to Friday, 8:001AWD0 PM
Who may avalil of the sery Studentand Graduates

What are the requiremen ID Card, Official Recé&tpjuest Form

Processing Period Not later thémworking days
OUTPUT FROM
STEPS APPLICANT/CLIENT AGTY SERVICE PROVIDER | DURATION O PERSONMCHARGE FEES DOCUMENT/S THE SERVICE
ACTIVITY ACTIVITY PROVIDER
1 Submits accomplisiRetjuest | Receives armthecks accuna | 10 minutes Jane T. Bautista N/A Request Form Schedeld the
Form of the accomplished form release of OTR
Pays the OTR Fee Receives and acknowledge{ 1 minute Jane T. Bautista Php 230. 00 ID Card Issueddfficial
2 payments and issues the Of Receipt
Receipt
Presents the Official Receipt| Checks the Official Receipt | Not later th&n | Jane T. Bautista N/A Official Receipt Processed the OT
3 processethe OTR working days
Claims th®TR Releases tHeTR 1 minute Jane T. Bautista N/A N/A Duly Signeahd
SealedTR
4




H.60 ADDINGDROPPINGCHANGINGF SUBJECTS

Schedule of Availability:

Monday to Friday, 8:00iAWD0 PM

Who may avalil of the sen

ActiveStudents

What are the requiremen

IDCard Official Receiptdd / Draplip

Processing Period

43minutes

OUTPUT FROM

STEPS APPLICANT/CLIENT AGTY SERVICE PROVIDER | DURATION PERSONMCHARGE FEES DOCUMENT/S THE SERVICE
ACTIVITY OF ACTIVIT PROVIDER
1 Pays theAppropriateee Receives and acknowledgey 1 minute Marjorie G. Mariado P50.00 /subject ID Card Issued @icial
payments Receipt
Presergtithe Official Receipt | Checks the Official Receipt | 2 minutes | Jane T. Bautista N/A Official Receipt Released th&dd /
2 issues appropriate form Drop Slip
Proceeds to thencerned Advices the students on wh{ 30 minutes | Jane T. Bautista N/A Add / Drop Slip Advised / evaluate
3 department chair subject/s to add / drop / cha (FMAAREGO6) students
Submitthe dyl accomplished | Acepts and processes 10minutes | Jane T. Bautista N/A Accomplished Entered the dropp
Add / Drop Slip accomplished Add / Drop SI Add / Drop Slip subject/s in the
(FMAAREGO6) portal
4

Note:lt must be done before the Midterm Examination




H.7- COMPLETION / REMOVAL

Schedule dfvailability:

Monday to Friday, 8:00iAWD0 PM

Who may avalil of the sen

Students with Incomplete or Conditional Grade/s

What are the requiremen

IDCard Official Recei@ompletion Slip

Processing Period

23minutes

OUTPUT FRON

STEPS APPLICANT/CLIEN SERVICE PROVIDER ICITY DURATION O PERSONNCHARGE FEES | DOCUMENT/ THE SERVICE
ACTIVITY ACTIVITY PROVIDER
1 Paygthe Completio| Receives and acknowledges payments 1 minute Marjorie G. Mariado P25.00 | ID Card Issuedfficial
Fee/ Removal Fee /subject Receipt
PresergttheOfficial | Checks the Official Re@gigtissues Completion Form 2 minutes Jane T. Bautista N/A Official Recei| Released the
Receipt Completion Slip
2
Presents the Issues gradegpon completion of the necessary requiren 15minutes Jane T. Bautista N/A Completion | Issued Grade/s
3 completionformtoland gi ves the Studentds | Form
the concernedfaci Copy t o t he Registrar6s |
N/A Accefs accomplished Completion Form atitepgrsides in| 5 minutes Jane T. Bautista N/A Accomplished Grade/s entered
the Studentds Portal Completion | the portal
Form
4

Note:lt must be done within one (1) academic year / two (2) semesters




|.1-FILING ZOMPLAINT AGAINSSTAUDENT

|. Student Services and Alumni Affairs

Schedule of Availability:

Monday to Friday, 8:001ANWD0 PM

Who may avail of the sen

Anyone aggrieved or offended by student/s

What are the requiremen

1. Written Complaint
2.Evidences

Processing Period

9 workindays

DURATION OUTPUT FRO
STEPS APPLICANT/CLIENT AQTY SERVICE PROVIDER WY PERSOMCHARGE FEES DOCUMENT/S THE SERVICE
OF ACTIVIT PROVIDER
Files written complaint to the| Receives arassesses the complaint to determin| 3 working day Elmer C. Diocares | N/A | Written Complaint Complaint
Office of the Student Service| gravity of the offense/s and takes the appropria assesseand

1 using the prescribed form put on record
After thorough assessment, decides whether to
dismiss, or elevate to the CED
Signs Settlement / Agreemer| Accepts Settlement / Agreement Form 10minutes Elmer C. Diocares | N/A | Evidence/s Complaint acte
2 Form upon
N/A Dismisses the complaint if there is no probable
N/A Elevates to the CEiDdfre is probable cause
N/A Creates Student Disciplinary Tribunal (SDT) 1 day Armando D. Junio | N/A | Endorsement letter frg Complaint acte
3 the Office of the Studg upon
Services
Attends Investigation Conducts Formal Investigatioreaathmends the | 5 working day Members of the SD| N/A | Evidence/s Complaint acte
4 necessary sanction upon
Report of the SDT Combplaint
5 Awaits the decision Imposes the necessary sanction 1 day University President N/A | together with the resolse d

Evidences




|.2- REQUEST FOR TEMPOREREMPTION FROM RIES THE SCHOOL UNRM

Schedule of Availability: | Monday to Friday, 8:001AvD0 PM

Who may avalil of the serv| Students

What are the requirement| 1.Excuse Letter

2.IDCard
Processing Period 10minutes
DURATION
PERSON OUTPUT FROM TH
STEPS APPLICANT/CLIENT AGTY SERVICE PROVIDER WY AC?K/ITY INCHARGE FEES| DOCUMENT/S SERVICE PROVIDI
Subm#the excuse letter on Evaluates the request and &kmopriate ton 5minutes | Elmer C. Diocare N/A | ID Card Decided emporary

nonwearing afchool uniform

(if the request covers a maximum of 5 school dg

Evaluates the request and makes tissargce
recommendation to the CED
(if the request is more than 5 school days)

ExemptioRequest

Secures the copy of request wi
decision

Approves / disapproves the request

5 minutes

Elmer C. Diocare

N/A

Request Letter w
Recommendatior

Decided emporary
ExemptioRequest




|.3- PROCESSING OF APRIIION TO AVAIL SCABISHIP/GRANTS

Schedule of Availability:

Monday to Friday, 8:001AvD0 PM

Who may avail of the sen

Scholars / Grantees

What are the requiremen

1.Application Form for Scholarship

2. Report of Rating
3. Registration Form
4. Assessment Slip
5. Certificatiosigned by coordinator and Campus Executive Director (CED)

Processing Period

28 minutes

OUTPUT FRONV

STEPS APPLICANT/CLIENT AGTY SERVICE PROVIDER IWCITY DURATION PERSON FEES DOCUMENT/S THE SERVICE
OF ACTIVITY INCHARGE PROVIDER
1 Inquires and applies scholarship Interviews the applicant 2 minutes Elmer C. Diocare N/A Report of Rating Issued Applicatior
Form
Submits accomplislapglication fomnd | Receives application 5 minutes Elmer C. Diocare N/A Accomplished Application Forn N/A
needed requirements for scholarship (FMAASCHO01)
Verifies entries and
Institutional Scholarship completeness of the applicat Report of Rating, Registration
2 1 Studenkeadership, Athletic and Cul form and the attached docun Form, Assessment Slipg
Scholarship Certification signed by coordini
and Campus Executive Directg
(CED)
N/A Forwards the qualified applici 20 minutes | Elmer C. Diocare N/A N/A Approvair
3 to the Accounting office for disapproval of
funding application
Awaits the release of the grant Releases the grant 1 minute Elmer C. Diocare N/A N/A Grant released




J. Statistics Center

J.1- STATISTICS CENTER SERVOCHBTISTICAL CONSULTATION SERVICES

Schedule of Availability:

Monday to Friday, 8:001AWD0 PM

Who may avail of the sen

wh o

are wi

ng

PSU Students (undergraduate and graduate) conducting thesis/dissertation, PSU Faculty members conduc
nonPSU professional s

t o

avail

Cen

Whatre the requirements

Consultation Request Form, Copy (soft/hard) of approved research title / proposal

Processing Period

Not later than 10 days

APPLICANT/CLIEI SERVICE PROVIDER | DURATION « OUTPUT FROM TH
STEPS ACTIVITY ACTIVITY OF ACTIVIT| PERSONICHARGE FEES DOCUMENT/S SERVICE PROVIDE|
Submits the Checks thesearcproposal | 1 hour Dr. Christopher J. Coq § PSU Undergraduat{ N/A Consultation | Appropriate statistical
Research Proposa| usinghe following criteria: 1 PSU Graduates Php Request Form, | research design and
Prior to Defense | 1. Correctness of the { Other Professionald 50000 Copy (soft/hard] statistical tools to be
statistical design; Php of approved utilized by the researc
2. Validity and reliability of 50000 research
instrument; title/proposal
1 3. Appropriatenesstiod
statistical tool related to
objectives of study and t
type of research; and
4. Adequacy of the sample
size.
Incorporates Signs the clearance which | 1 hour Dr. Christopher J. Coq N/A Copy (soft/hard| Valid and reliable
correction/s and | serveas a basis that the of approved research instrument a
Submits the Center has given them research based on thédectives
2 Research Proposa| permission fwoceed on title/proposal | andacceptable sample

After the Defense

gathering their data

size.




Submits Research Encodescheck, validees and | Depends on | Dr. Christopher J.| § PSU Undergraduat| Php30000 | All answered | Properly encoded,

Data cleas data andwill be carrieq theamount o] Cocal 1 PSU Graduates Phpl,M000 | questionnaires/| examined and cleaned
out in this stage data providel { Other Professionald Phpl,0000 | encoded data | data to minimize select

(soft and hard | and sampling bias erro
copy)

N/A Analyzes the daaperly and | 3 to 5 days | Dr. Christopher J.| Descriptive Analysis Encoded, Tabulated and analyze
appropriatelChecks the (depends on| Cocal 1 Undergraduat¢ Php30000 examined and | data with basic
conclusions, suggehts best | the type of 1 Mast er g Php2,@m000 cleaned resear( interpretations of
ways to describe and display analysis and q Doctorate Php3,00Q00 data, copy of | estimates
data, and basic statistical | number of Basic Inferentighnalysis approved
interpretation of the findings | clients Undergraduaté Php30000 proposal (soft

served) 1 Mast er dPhp3,3000 and hard copy)
{ Doctorate Php4,%000
Higher Inferential Analysis
1 Undergraduat¢ Php30000
f Mast er ¢Php4,000
1 Doctorate Php5,0000

Checks and Covers checkimg statistical | 1 day Dr. Christopher J.| § PSU Undergraduat( Php30000 Encoded, Checked data analysis

releases the outpy design, statistical tool utilize¢ (depends on| Cocal 1 PSU Graduates Phpl,0000 | examined and
presentation of outputs, and| the objective 1 Other Professionald Phpl,MQ00 | cleaned researg

basic intpretations. Checks
statistical output

and analysis
applied)

data, copy of
approved
proposal (soft
and hard copy),
Tabulated and
analyzed data




K. Management and Information System Office
K.1- ISSUANCE OF IDENTIFICATION CARD

Schedule of Availability: | Monday to Friday, 8:001AD0 PM
Who may avail of the seny Students, Faculty members antebicmng Staff
What are the requiremen) Official Receipt

Processing Period 15 minutes
APPLICANT/CLIENT DURATION OUTPUT FROM THE JER\
STEPS SERVICE PROVIDER ICITY OF PERSONMCHARGE FEES DOCUMENT
ACTIVITY ACTIVITY PROVIDER
Paythe ID Cardee Receives payment 1 minute Marjorie G. Mariado Php100.00 N/A Issued Official Receipt
1
Presents the Official Rece Receives and chettks Official | 1 minute D6 Al chemy O. N/A N/A Issued ID Card Slip
Receipt
2
Submits the accomplishe¢( Encodes data from the slip 5minutes |ID6 Al chemy O. N/A ID Card Slip | Encodd dataf the client
3 Card Slip
l nput s t he qAssistthe client 2 minute D6Al chemy O. N/A N/A Entered &ignature on the ID
4 the esignature pad
Proceeds to the Pictorial | Takes a formal shot from the cl| 5minutes | D& Al chemy O. N/A N/A ID Card is processed and
5 Section and finalizes image finalized
Receives the printed ID C Releases the printed ID card | 1 minute D6 Al chemy O. N/A N/A Issued ID Card
6




K.2- REQUEST FOBENTIFICATION CAREPLACEMENT

Schedule of Availability:

Monday to Friday, 8:001AD0 PM

Who may avail of the sen

Students, Faculty members anteBldnng Staff

What are the requiremen

Official Recejgffidavit of Loss

Processing Period

15 minutes

SERVICE PROVIDER

DURATION

OUTPUT FROM

STEPS APPLICANT/CLIENT AGTY ACTIVITY OFACTIVITY PERSONMCHARGE FEES DOCUMENT/S TEES\I/EII[?)\[;ISE
Present requirement Receives amheckshe 2minute D6Al chemy O. MornN/A Affidavit of Ldss Issuel ID
1 (for students only) requirements Letter of request/ | Replacement Forn
Dilapidated Card
2 Pays thelD Cardree Receives payment 1 minute Marjorie G. Mariado Php100.00 | N/A Issued Official
Receipt
3 Preserd the Official Recedpid | Receive®R and 1 minute D6 Al chemy O. Mo r N/A N/A Issued ID Card Sli
accomplished ID Replaceme accomplished ID
Form Replacement Form
Submits the accomplished I Encodes data from the slii 5 minutes D6Al chemy O. Mo r N/A ID Card Slip Encoded data of tf
4 Card Slip client
l nput s t he c || Assistthe client 2 minute D6 Al chemy O. Mo r N/A N/A Entered Bignature
5 the esignature pad on the ID
Proceeds to the Pictorial Seq Takes a formal shot from | 5 minutes D6 Al chemy O. Mo r N/A N/A ID Card is
6 client and finalizes image processed and
finalized
7 Receives the printed ID Card Releases the printed ID c¢|{ 1 minute D6 Al chemy O. Mo 1 N/A N/A Issued ID Card




K.3- MAINTENANCE OF IT HARDWARE PERIPHERALS AND SOFTWARE INSTALLATION

Schedule of Availability:

Monday to Friday, 8:001AD0 PM

Who may avail of the sen

PSU Employees with (MemoraRdaenpt) M.RLT Devices for Repair

What are the requiremen

MIS Transaction Form

Processing Period

1 hourand 12 minutes

OUTPUT FROM

STEPS APPLICANT/CLIENT AGTY SERVICE PROVIDER|  DURATION PERSOMN-CHARGE FEES DOCUMENT/S THE SERVICE
ACTIVITY OF ACTIVITY PROVIDER
Submits accomplishd® Receives and chetks 2 minutes D6Al chemy O. MornN/A MIS Transaction Fo Duly accomplisheg
Transaction Form accomplished form MIS requefiorm
1
BringdHardware/Peripheral | Checls, toublesho®aind 1 Hour D6Al chemy O. MornN/A N/A Repaired device/s
devices repais theperipheral Reported for
device/s replacement /
2 condemnation
Waisfor the release of the | Releaseworking devise | 10 minutes |[DO Al chemy O. Mo r N/A N/A Released repaired

deviceks

or irreparable
device/s




K.4- MANAGEMENT OF INTERNET AND NETWORK SERVICES
Schedule of Availability: | Monday to Friday, 8:001AWD0 PM
Who magvalil of the servi¢ PSU Employees with (Memorandum Receaipttédriet/Network Devices for Repair
What are the requiremen| MIS Transaction Form
Processing Period 1 hourand 12 minutes
OUTPUT FROM
STEPS APPLICANT/CLIENT AGTY SERVICE PROVIDER|  DURATION PERSOMN-CHARGE FEES DOCUMENT/S THE SERVICE
ACTIVITY OF ACTIVITY PROVIDER
Submits accomplishd® Receives and chetks 2 minutes D dchemy O. Mones N/A MIS Transaction Fo Duly accomplisheg
Transaction Form accomplished form MIS requefiorm
1
N/A Check, toubleshosand 1 Hour D6 Al chemy O. Mo r N/A N/A Checled internet
repais theNetwork devise connectiometwork
devices
2
N/A Repairs the network devid 10 minutes |D6 Al chemy O. Mo r N/A N/A Repaired internet
connectiometwork
3 device/s or Report
for replacement /
condemnation




K.5- MANAGEMENT OF QUICK CAMPUS++ SYSTEM

Schedule of Availability:

Monday to Friday, 8:001AD0 PM

Who may avail of the sen

Students, Faculty members anteBldnng Staff

Whatre the requirements

Official Receipt

Processing Period 8 minutes
OUTPUT FROM
STEPS APPLICANT/CLIENT AGTY SERVICE PROVIDER|  DURATION PERSOM-CHARGE FEES DOCUMENT/S THE SERVICE
ACTIVITY OF ACTIVITY PROVIDER
Registers in the Daily Attend| Assist the client 2 minutes D dchAemy O. Mones N/A N/A Assisted client
Logbook
1
Enrollment/Registration Receives and che®@® 3minutes Jane T. Bautista N/A Official Receipt Printecstudent
Certificate of
PreserOR Onlin&ntry / Update Registration
Student Record/s
Order of Paymeri&tudent Receives and che®@® 3minutes Judith A. Tolentino N/A Official Receipt Duly Signed Stude

2 Ledger Accounts

Preserst OR

Checks statusf Stu
accountsbalances

Clearance




COMPLAINTS PROCEDUR

PSU believes that by listening to and acting upon your complaint
can improve the service provided to you. This Complaints Proced
designed to address any specific concerns our customers have
relaé to the quality of customer service provided by PSU. This
include:

1 unsatisfactory service;

1 delays in receiving information/responses within accep
timeframes;

1 difficulty in contacting the correct office, campus or person;

1 incorrect information or guidance issued by a concerned Offic

1 attitude and conduct of staff.

To resolve any complaint quickly, you are initially advised to bring
matter of concern to the attention of the Head of the staff with who
have beedealing. You can complain by phone, in person, in writing
via email.

However, if you still feel dissatisfied after this approach, please follg
steps detailed below.

Step 1Fillout PSWCustomer ComplaiRorm with your information
and contact details along with your complaint. It would be very hel
you could provide a clear and concise summary of the issue.

Step 2:Submit the accomplished €8&lomer ComplaiRbrm to
the Public Assistance Qffice

Step 3Claim your Tracking Slip to the Public Assistance Officer.

PSU will acknowledge receipt of your complaints and will be referr
the concerned Head of the Office for immediate and necessary a
Depending on the natureoafiplaint, we will carry out a thorough
investigation and provide you with a full explanation of the decisio
the factors we have considered in reaching the decision. This w
treated and provided confidentially.







