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Mandate:

Republic Act No. 11695 or the “Revised Tarlac State University Charter” has lapsed
into a law on April 11, 2022. The Tarlac State University shall primarily provide
advance instruction and professional training in literature, philosophy, science and
technology, and arts, and other relevant fields of study. It shall also undertake
research and extension services and provide progressive leadership in its areas of
specialization (Section 2, Republic Act 11695).

Vision:

A globally competitive university recognized for excellence in sciences and
emerging technologies.

Mission:

TSU shall develop highly competitive and empowered human resources fostering
responsive global education, future-proof research culture, inclusive and relevant
extension programs, and sustainable production projects.

Core Values:

Pursuant to its mandated mission, the Tarlac State University commits to
embody:

T - ruth in words, action and character
S - ervice with excellence and compassion
U - nity in diversity

Strategic Directions:

* S - ustainable student support programs to improve access to quality
education to become globally competitive.
+ O - utstanding international reputation and visibility through Academic and

Research Exchanges.

» A - ssurance of quality and excellence through accreditation, assessment, and
certification with global standards.

* R -igorous Development Programs for executives, faculty, staff, and students.

* H-ighly responsive and innovative Research Development and Extension
programs.

* |- nvestment on modern Infrastructures, facilities and equipment to ensure
inclusive and responsive delivery of services to clients and stakeholders.

+ G - o0od governance, management, and accountability characterized by Truth
Service and Unity.

* H - arness active partnerships and collaboration to local and international
community.

* E - nhanced Production through Sustainable Income Generating Projects.

* R -esponsive, Innovative and Industry-based Curricula and Instruction.
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How to send feedback

A. Face-to-face Transactions

1. Accomplish the Client Satisfaction
Measurement (CSM) Survey form &
drop it at CSM box available at various
offices or at the designated Public
Assistance Complaints Desk (PACD)

2. Scan the CSM QR Code posted at the
CCIB of various offices.

B. Online Transactions
1. Click the Client Satisfaction
Measurement (CSM) link to be
provided by the transacting Office.

How feedbacks are processed

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

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

How to file a complaint

To file a complaint, kindly submit a
complaint letter (must be subscribed and
sworn) to the Office of the University
President with the following details:

¢ Full name and address of the
complainant,

¢ Full name and address of the person
complained of as well as his or her
position and designation at the
university,

¢ Narrative of the relevant and material
facts which show the acts or
omissions allegedly committed by the
employee

e Certified True Copies of documentary
evidence and affidavits of his witness

(if any)

How complaints are processed

The Office of the University President
endorses the complaint letter to the Human
Resource Development Management Office
(HRDMO)

Upon the initial assessment and evaluation
of the case, the HRDMO interviews the
parties involved and facilitates initial
mediation and amicable settlement. After the
concern has been addressed, the HRDMO
shall submit a case report and recommend to

Xiii
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the Office of the University President, for
appropriate action.

Contact Information of:

Contact Center ng Bayan (CCB)

Text 0908 881-6565 or Call 1-6565

Presidential Complaint Center
(PCC)

Y

8388
8736-8645 or 8736-8603
8736-8606 or 8736-8629

Anti-Red Tape Authority (ARTA)

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

Xiv
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Office
Administration Office

LIST OF OFFICES

Address
2"d floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

1906

' Contact Information
(045) 606-8154

Alumni Affairs Office

Alumni Center, TSU Lucinda
Campus, Binauganan, Tarlac City

(045) 606-8141

Budget Management Unit

15t floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8151

Cashiering Unit (Collection)

1t floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8167

Cashiering Unit
(Disbursement)

15t floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8152

Civil Security Unit

15t floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8166
(Office)

College of Architecture and
Fine Arts

CAFA Bldg., TSU San Isidro
Campus, San Isidro, Tarlac City

(045) 606-8170

College of Arts and Social
Sciences

2nd floor, Smith Hall, TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8171

College of Business and
Accountancy

2nd floor, CBA Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(042) 606-8172

College of Computer
Studies

CCS Bldg., TSU San Isidro
Campus, San Isidro, Tarlac City

(045) 606-8173

College of Criminal Justice
Education

1st floor, CCJE Bldg., TSU
Lucinda Campus, Binauganan,
Tarlac City

0925 877 5125

College of Engineering and
Technology

15t floor, CET Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8175

College of Public
Administration and
Governance

1st floor, CPAG Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8177

College of Science

1st floor, COS Bldg., TSU Lucinda
Campus, Binauganan, Tarlac City

(045) 606-8178

College of Teacher
Education

15t floor, (Regional Institute for
Continuing Education, RICE Bldg.,
TSU Lucinda Campus,
Binauganan, Tarlac City

(045) 606-8174

Dental Health Unit

CET Compound, TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8137

Guidance & Counseling
Office Unit

2nd floor, Student Affairs and
Services (SAS) Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8130

XV
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Internal Audit Service

Mezzanine floor, Admin. Bldg.,
TSU Main Campus, Romulo
Boulevard, San Vicente, Tarlac
City

(045) 606-8122

Medical Unit

18t floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8136

Office of Admission and
Registration

Office of Admission and
Registration Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8182

Office of Business and
Auxiliary Services

15t floor Business Center Bldg.,
TSU Main Campus, Romulo
Boulevard, San Vicente, Tarlac
City

(045) 606-8153

Office of Culture and Arts

15t floor, Multi-purpose
Commercial Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8133

Office of Facilities
Development and

3rd Floor, Business Center Bldg.,
TSU Main Campus, Romulo

(045) 606-8160

Management Boulevard, San Vicente, Tarlac

City
Office of Gender and 1st floor, GAD Bldg., TSU Main (045) 606-8196
Development Campus, Romulo Boulevard, San

Vicente, Tarlac City

Office of Human Resource
Development Management

Mezzanine floor, Admin. Bldg.,
TSU Main Campus, Romulo
Boulevard, San Vicente, Tarlac
City

(045) 606-8155

Office of International Affairs
and Linkages

1st floor, CET. Compound, TSU
Main Campus, Romulo Boulevard,
San Vicente, Tarlac City

(045) 606-8180

Office of Library Services

3rd floor, CBA Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8138

Lucinda Campus Library

Jose V. Yap Library Bldg., TSU
Lucinda Campus, Binauganan,
Tarlac City

(045) 606-8140

San Isidro Campus

TSU San Isidro Campus, San
Isidro, Tarlac City

(045) 606-8139

Office of Management
Information Systems

2nd floor, Mixed-use Bldg., TSU
Main Campus, Romulo Boulevard,
San Vicente, Tarlac City

(045) 606-8127

Office of Planning

3rd floor, Mixed-use Bldg., TSU
Main Campus, Romulo Boulevard,
San Vicente, Tarlac City

(045) 606-8126

Office of Public Affairs

1st floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8123

XVi




Office of Quality Assurance

15t floor, CPAG Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8124

Office of Student Affairs
Services

2nd floor, Student Affairs and
Services (SAS) Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8130

Office of Technology
Development, Transfer and
Commercialization

1st floor, FTRC Bldg., TSU
Lucinda Campus, Binauganan,
Tarlac City

(045) 606-8193

Office of TSU National
Service Training Program

18t floor, Multi-purpose
Commercial Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8181

Office of University Board
Secretary

2"d floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8121

Office of University
Extension Services

2nd floor, FTRC Bldg., TSU
Lucinda Campus, Binauganan,
Tarlac City

(045) 606-8191

Office of University
Research Development

2" floor, RED Bldg., TSU Lucinda
Campus, Binauganan, Tarlac City

(045) 606-8190

Office of the University
President

2" floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8101

Office of the Vice President
for Academic Affairs

2"d floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8115

Office of the Vice President
for Administration

2"d floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8112

Office of the Vice President
for Research, Development
and Extension

2"d floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8111

Procurement Unit

2" floor, Motorpool Bldg., TSU
Main Campus, Romulo Boulevard,
San Vicente, Tarlac City

(045) 606-8157

Quality Management Unit

3rd floor, Mixed-use Bldg., TSU
Main Campus, Romulo Boulevard,
San Vicente, Tarlac City

(045) 606-8184

Records and Archives Unit

1st floor, Admin. Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8156

Scholarship and Financial
Assistance Unit

Student Center, TSU Lucinda
Campus

(045) 606-8132

School of Law

2" floor, Multi-purpose
Commercial Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8176

Sports Development
Management Unit

Multi-purpose Commercial Bldg.,
TSU Main Campus, Romulo

(045) 606-8134
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Boulevard, San Vicente, Tarlac
City

Student Development
Services

2nd floor, Student Affairs and
Services (SAS) Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8131

Supply and Property
Management Unit

Supply and Management Office
Bldg., TSU Main Campus, Romulo
Boulevard, San Vicente, Tarlac
City

(045) 606-8159

University Testing &
Evaluation

3"floor, Student Affairs and
Services (SAS) Bldg., TSU Main
Campus, Romulo Boulevard, San
Vicente, Tarlac City

(045) 606-8135
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1. Processing of Action on Contracts and External Agreements

The service allows the Office of the University President to act on projects/partnerships

with external stakeholders through contracts and external agreements.

Office of the University President (OUP)

Office or Division:

Classification:

Type of
Transaction:

Who may avail:
CHECKLIST OF

(1 Original Copy)

Complex

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

REQUIREMENTS

1. Draft of Contract or Related Document

University Stakeholders, Guests, and Visitors
WHERE TO SECURE

The client will provide

2. Review and Comments by The
University Legal Counsel and The
Recommendations (1 Original Copy)

University Legal Counsel

Agreement Incorp

Triplicate Cop
CLIENT STEPS

3. Revision of The Contract or

orating the Legal

Counsel's Recommendations

AGENCY ACTIONS

The client will provide

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Submit the 1. Receives and None 1 working day Staff and
pertinent reviews the President,
documents to submitted or Officer-in-
the Office of documents. Charge, or
the University Representative
President. Office of the

University
President

2. Follow up on 2. Approves or None 1 working day President,
contract and disapproves the or Officer-in-
pertinent document. Charge, or
document. Representative

Office of the
University
President

3. Receive 3. Submits to the None 1 working day Staff
preliminary Secretary of the Office of the
action on Board of Regents University
contract or if the latter’s action President
agreement. is needed.

4. Receive final 4.1 Board Secretary None 1 working day | Board Secretary
action. includes the Tarlac State

matter in the University
Agenda of the

Regular/Special

Meeting of the

Board of

Regents.

4.2 Board of Regents Board of
acts on the Regents
contract or Tarlac State
agreement. University
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TOTAL:

None

4 Working
Days
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2. Processing of Request for Personal Meeting with the President

This service allows concerned stakeholders to request a meeting with the University
President both for a walk-in and with an approved scheduled appointment.

(0] {[- W I A VT Il Office of the University President (OUP)

Classification: Simple

Type of G2C - Government to Citiz_en o

Transaction: G2B — Government to Business Entity/ies

G2G — Government to Government

Who may avail: University Stakeholders, Guests, and Visitors
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Valid Identification Card The client will provide

(1 Original Copy)

2. Letter of the Purpose of the
Transaction or Visit with the University
President (1 Original Cop

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

1. Present the 2. Acknowledges None 5 minutes Staff
identification the valid Office of the
card to the identification card. University
Office of the President
University
President.

2. For Walk-In: . For Walk-In: None 15 minutes Staff
Show the letter Reads letter/s of Office of the
of purpose (if purpose or listens University
any) or mention to verbal answers. President
the purpose of Informs the
the transaction President, Officer-
or visit. in-Charge, or

Representative

about the visitor

and purpose.
With An With An
Approved Approved
Scheduled Scheduled
Appointment: Appointment:
Show an Verifies Notice of
appointment Acceptance of
letter or appointment
evidence of
acceptance.

3. Meet the . For Walk-In: None 2 hours President,

President. President or or Officer-in-
Officer-in-Charge Charge, or
meets the visitor. Representative
Staff checks the Office of the
availability of the University
President or President
Representative.

Set appointment
date and time.
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With An
Approved
Scheduled
Appointment:
Staff notifies
President, or
Officer-in-
Charge and
meets the guest
or visitor.

TOTAL:

None

2 Hours & 20
Minutes
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1. Processing of Request from Different Colleges/Offices of the
University

The service allows colleges, offices, and units of the university to submit request to the
Office of the University President through letters and/ or communications. The approval is
subject to the presence and schedule of the President. The Officer-In-Charge will act in the
absence or unavailability of the President.

(0] i T-W AN\ Il Office of the University President (OUP)

Classification: Simple

Type of G2G - Government to Government

Transaction:

Who may avail: Offices/Colleges of the Universit
CHECKLIST OF REQUIREMENTS | WHERE TO SECURE

1. Request Letter (Triplicate Cop The client will provide

CLIENT STEPS AGENCY ACTIONS FEES TO PROCESSING PERSON

BE PAID TIME RESPONSIBLE
1. Forward letter or | 1.1 Receives letters None 5 minutes Staff and
communication or President,
to the Office of communications or Officer-in-
the University for approval from Charge, or
President. the various Representative
colleges/offices, Office of the
of the University University
for approval of the President
President.
1.2 Checks the None 10 minutes
completeness of
letters or
communications,
and of the
documents being
submitted.
Note: If
incomplete

requirements or
documents, return
the submitted
documents and
inform the lacking.

1.3 If documents are None 10 minutes
complete,
forwards letters or
communications
to the President,
or Officer-in-
Charge for
appropriate
action.




1.4 Approves or None 5 minutes President,
endorses to the or Officer-in-
Vice Presidents/ Charge, or
appropriate Representative
officials Office of the
concerned, or to University
sender/filer for President
revision or action.

2. Receive the 2. Records the None 1 working day Staff
action on the letters or Office of the
request. communications University

in the logbook President
and forwards
approved letter or
communication to
the Records and
Archives Unit.
1 Working Day
TOTAL: None &

30 Minutes




2. Dissemination of Incoming Communication from Outside Persons or

Agencies

The service allows the Office of the University President to act on communication from
outside persons or agencies. The approval is subject to the presence and schedule of the
President. The Officer-In-Charge will act in the absence or unavailability of the President.

Office or Division:

Classification:
Type of
Transaction:
Who may avail:

Office of the University President (OUP)

Simple

G2G — Government to Government

TSU Employees

CHECKLIST OF REQUIREMENTS
1. Letters or Communications From

Outside Persons or Agencies

(1 Original Copy)

2. Endorsed Letters or Communications
From Outside Persons or Agencies, if

WHERE TO SECURE

The client will provide

Officer-in-Charge
and forwards the
endorsed letter or
communication to
the concerned
office for
dissemination or
information.

FEES TO PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the letter | 1.1 Logs and None 20 minutes Clerk

to the Records maintains a copy Records and
and Archives of received letters Archives Unit
Unit. or communication

and forwards such

to the Office of the

University

President.

1.2 Logs the letters None 5 minutes Staff
or communication Office of the
in the logbook University
upon receipt of President
the letters or
communication.

1.3 Forward letters None 5 minutes President,
or communication or Officer-in-
to the President or Charge, or
Officer-in-Charge Representative
for action and Office of the
endorsement. University

President
2. Receive 2. Logs letter or None 5 minutes Staff
endorsement or communications Office of the
action on the acted upon by the University
request. President or President




TOTAL:

None

35 Minutes

10
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Office of the University Board Secretary

Internal Services
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1. Processing of Request for Copy of Board Resolutions
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The service allows offices, units, and colleges of the university to secure board resolutions

to be informed on the matters the board voted on.

Office or Division:

Classification:
Type of
Transaction:
Who may avail:

Office of the University Board Secretary (OUBS)

Simple

G2G — Government to Government

CHECKLIST OF REQUIREMENTS
1. Letter of Request for Board Resolution
1 Original Cop

Concerned Units or Offices of the Universit
WHERE TO SECURE

The client will provide

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. Submit a letter | 1. Receives and None 1 working day | Board Secretary,
of request to reviews the Clerk
the Office of request. Office of the
the Board University Board
Secretary. Secretary

2. Provide 2.1 Conducts short None Board Secretary,
additional interview to the Clerk
information client regarding Office of the
about the board the request. University Board
resolution 2.2 Prepares the None Secretary
request. requested

,T(?ao(!ll:rlr?ir(];? (either 1 working day
Administrative, or

Board

Resolution).

3. Receive the 3. Releases the None Clerk
requested requested Office of the
board board resolution. University Board
resolution. Secretary

TOTAL: | None 2 Working
Days

12
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2. Submission of Complete Staff Work or Agenda by the Offices of the
University

The service allows colleges, offices, and units of the university to accomplish the Complete
Staff Work Form for their requests to be included in the Agenda during the Board of
Regents Meeting and to be acted upon.

Office or Office of the University Board Secretary (OUBS)
Division:

Classification: Highly Technical

Type of G2G — Government to Government
Transaction:

LU EVEVEIHE Concerned Units or Offices of the Universit

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Accomplished Complete Staff Work The client will provide
(CSW) Form or Agenda
1 Original Cop

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit fully 1.1 Pre-assesses None 5 working Board Secretary
accomplished the submitted days Office of the
Complete Staff Complete Staff University Board
Work (CSW) Work or Agenda. Secretary
or Agendas to | 1-2 Schedules a None 1 working Board Secretary
the Office of special / pre- day Office of the
the University board or board University Board
Board meeting, with the Secretary
Secretary participation of
' Board of Regents. President
Office of the
University
President

Board of Regents
1.3 Discusses the None 1 working Board Secretary
submitted day Office of the

agenda. University Board
Secretary

President
Office of the
University
President

Board of Regents

1.4 Approves or None 1 working Board Secretary
disapproves the day Office of the
agenda by the University Board
Board of Regents. Secretary

President
Office of the
University
President

Board of Regents

13
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2. Receive a 2. Releases and None 1 working Board Secretary,
copy of the files the approved day Clerk
approved agendas or board Office of the
board resolutions. University Board
resolution. Secretary
TOTAL: | None 9 Working
Days

14
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3. Submission of the Agenda to the University’s Academic and
Administrative Council Meeting

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

0] {[L- X I AVIEI[1 Hll Office of the University Board Secretary (OUBS)
Classification: Highly Technical

Type of G2G - Government to Government
Transaction:

Who may avail: Heads, Directors, or Officer-In-Charge of the Universit

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. List of Agendas (1 Original Copy) The client will provide

2. Administrative Council Resolution Office of the University Board Secretary
1 Original Cop

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the 1.1 Pre-assesses None 5 working Board Secretary
Agendas to the submitted days Office of the
the Office of agendal/s. University Board
the University Secretary
Board 1.2 Schedules the None 1 working Board Secretary
Secretary. Administrative day Office of the
Meeting and University Board
Academic Council Secretary
Meeting.
President
Office of the
University
President

Vice Presidents
for
Administration,
Academic
Affairs,
Research,
Development,
and Extension

Administrative

Council,
Academic
Council
1.3 Discusses the None 1 working Board Secretary
agendas with the day Office of the
Administrative University Board
Council and Secretary
Academic Council _
Meeting. President
Office of the
University
President

15
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Vice Presidents
for
Administration,
Academic
Affairs,
Research,
Development,
and Extension

Administrative
Council,
Academic
Council

1.4 Approves the

agenda.

None

1 working
day

Board Secretary
Office of the
University Board
Secretary

President
Office of the
University
President

Vice Presidents
for
Administration,
Academic
Affairs,
Research,
Development,
and Extension

Administrative
Council,
Academic
Council

2. Receive the
approved
agenda,
Administrative
Council
Resolution,
and Academic
Council
Resolution.

2. Releases the

approved agenda,
Administrative
Council
Resolution, and
Academic Council
Resolution.

None

1 working
day

Board
Secretary, Clerk
Office of the
University Board
Secretary

TOTAL:

None

9 Working
Days

16
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Quality Management Unit

External Services
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1. Processing of Request for QMS Registered Documents for Various
Purposes

This service allows accrediting bodies and other interested parties to request and have
copies of TSU’s documented information. Documented information are documents
implemented in the service provision of different units, offices and colleges of the university
that are enrolled/ registered in the Quality Management Unit and being controlled by the
Document Control Officer.

Note: Not all requested documents are being issued, (e.g. manual/s, operation manual/s,
process manual/s) but can be viewed and read thru TSU website.

Office or Division:

Quality Management Unit (QMU)

Simple

G2C - Government to Citizen

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

Who may avail: All

CHECKLIST OF REQUIREMENTS
1. Request letter addressed to the

University President with the

Following Information:

(1 Original Copy or Electronic Copy)
Full Name of the Client/Requestor
Office/Unit/College
Email Address
Specific Document Requested
Purpose(s)

Signature of the Requestor

CLIENT STEPS AGENCY ACTIONS

Classification:

Type of
Transaction:

WHERE TO SECURE
The client will provide

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. For Walk-In:

. Receives the

None

1 hour

Staff-in-Charge

Submit request Endorsement Quality
letter to the Form from the Management
Quality Office of the Unit
Management President
Unit. together with the

attached
For Online: approved letter
Send an of request and

electronic copy
of the request
letter via email
thru

pres_office@
tsu.edu.ph

Note: The
processing time
will start from
the receipt of
the
Endorsement
form from the
Office of the

assign its unique
reference
number then
forward it to the
officer in charge.

18
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University
President.

. For Online:
Receive an
email reply
from Quality
Management
Unit
acknowledging
receipt of the
request.

2.1 For Online:
Sends an email
reply to the
requesting party
to acknowledge
receipt of the
request.

None

1 hour

Document
Control Officer
Quality
Management
Unit

2.2 Reviews and
evaluates the
received
Endorsement
Form and
searches for the
requested
document.

None

1 hour

Document
Control Officer
Quality
Management
Unit

2.3 For Walk-In:
Reproduces the
requested
document.

Note:
Reproduction day
is dependent on
the number of on-
going
reproduction and
printing job being
carried out by the
Business Affairs
and Auxiliary
Services Office.

For Online:
Prepares the
requested
document and
consults with the
Unit Head for the
review and
release of the
pertinent
document, then
proceed to

Agency Action no.

2.5.

None

1 working day

Document
Control Officer
Quality
Management
Unit

2.4 Stamps the
reproduced
document with an
“Uncontrolled
Copy” mark and
consults with the
Unit Head for the
review and
release of the

None

5 hours

Document
Control Officer
Quality
Management
Unit

19
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2.5 Logs the None 5 hours Document
document/s to be Control Officer
issued in Quality
Releasing Log - Management
Other Copy Unit
Holders and
Requested
Documents.

. For Walk-In: 3.1 For Walk-In: None 2 hours Document
Review the Issues the Control Officer
completeness requested Quality
of the document. Management
requested Unit
documents For Online:
and receive Sends an email
the requested reply to the
docume