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ALL CONCERNED

LEel T GUIDELINES IN PROVIDING UNIVERSITY FUNDING

1 Hationele and Objectives

thus  set of guidelines & celablished w promote local snd

FErmalans. engageEments and presence of PUP sludents as part of their
distic development through actusal cxposure o diverse learning and work
Clunmnent, culiures, and knowledge crestlon events.

(he cmphasin on providing  support especially o misrnamonad

vities is based on the following:

CMO Mo 21, Sertes of 20 16 of the LGy ssLof Ol H-'E-""'" [ T e
ED provides chu

Fhe Lommissien oo Higher Educstion [CHED) recogsises that
imla rnstiionsd sEpasurs anil wodldeide sccass bo sdeeaitbes creats
upFerluailiss lor sur siudenis Lo be globaly competirs sod BEvE
ks abilily o cups wilh ths rapid deosisds of ths changing worid
Wi ke cosllcing esresss o ostedests’ Ui ™
Bmaskss sdasallen, LEledaalasl ceonfeisnsss smd;) of semlnrs v
i s Lsireaseinle b wer sledenie’ bensning process

Inrerndlions] sonferemses anid)ad seanlEars allew sisdesis @
sadlallss with studsnis froms Estrralsans B elles sesnliries sad
pravisse Them Wil The spperispsty (o sschangs ldsss, shasw
frcnursee parfeipesis m debarss. Mﬁhm and LECTE s
Thel: psaronsns of now remds bappeping b (Rl areas of lalorosl.

Furthermore, the Deparmument of Budget Managerment and CHED

I Clrcwler Mo, |, ssres FY 2006 an Levelling Instrument for Seste
vErsities arsd Colleges and Guidelines, for the Implemen @ion Thereod
wled under KRA 1| [Quality and Relsvance of Instructon) madicalors
BELLLLFET -I:I'--J-I.'-E‘:I:IEJ’.I: i mier -|'|.||_|Iall:'3 I'I'ru.l‘.i].t_- L_-l'l_ﬂ'm:.:. u:l_'-'_il_l.ut.

rmshipa and related Taning programs s fecognesed mabitutions

ol wLmmwise, the narrument's KRA J |(Ressarch If"|:|_'u-|h|:|.lr}. aricd

Lp

i) i iudes Fessarch paper presenlabcns bn alernationsal fors and
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In Lne wich the recognition of the important robe af owul-of classroarn
<al and inEematkanal leaming and ressarch aven ues o pur studenits, the
Rrrersiy 8 fund allotmen: for studeni development e hodes prowading

rancial support © student perticipation n both local nternational

crileTenices.  SCounars. study programs, Uaining-workshops, paper
proscniations arkd offier scadermic . relabpd scoivitiss_

Spocifically, this sct of -E'I-l.l.l:lcl'.l-nl:'l INCeruds Lo

Define the entitlerment to funding support of students and their
advisers, coaches, coordinasors, if any, in local and inErmaricnal

SILCEnT sRagrToents and developmen: mcrivites,

L2 Bt pararceters that will be w=ed as basis o the reducil Sor anos
approval of funding support; asd

rovide a set of nules and procedures to be followesd in complymng with
Ehe aco o nting and auditing rules and regulatons bedore. during s
after the conduct of the approved partdciparion in [he event

Scops and Coverage

The guidelines shall cover the utlisarion of Student DevelopmeriL
Fuad [SDF) intended for student participation in local and interns tonal
mchanges. conferencea, seminars, sfuly programs, Tl ruiryg-workcs b g,
paper prescnlabons, and other academic related cngagements. STudents
and Their gualified sdvisesrs, coaches, and/or ooordinarors, If any, who
Fave cbtained erdoraserment and; of offictal approval for thewr pErtcipation

&% .:.-_rﬂa..-_u_ delsgetes, participants, contendsrs, and Faper prescmilers Mmay
avimil of the SDF

L it bon of Terms

Confere mcas, Seminars, Trmaming - Worksho ps., local oF
International, are formal, structured learning events or fora  airmed
Bl snrchang anowiedee. skills, amitudes and values of soedents. A
lscal maming event) ore referred o in dhis pukdelines s ane with
particpants from differen: schools and held outssde PUP carmpus
b wiikim lh_: Frulippanes. An intemational event, fora Us one with
participants rom more than two countries and may be hebd wilhin
or oulside the country

- Oetner Academic-related AStivity refers o any coongeetifeon amd /oo
Awars -giving eovenl that promoses discosery, nnoveticn e
crealsvity o bee with stiudent’s program or specializa tion

I Daly Subsistence Allowunes refers to the partic gearnt’s bood snd
AccOrfmoe abean cxparnses during the ewvent

3.4 Iranspoertation Allowance rolers to the cagenscs mourred from
e parlLcpant’s origino to the venue of the event and back via an
mircraft, boat{ ship, bus, taxi, wicyche or joecpney

T gy P m e e i i, Ty Slmes, s Pacea Dl s Ol LG, el P ik
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General Provisions

"
-

=

S gy el g P S i

| M e T

The Untversity shall allocate funds for soudent developrment wihicih
includes student participation in both local asd internatianal
conferences, Beminars, raning workshops., paper prescntabons,
s xly prograrmas, student exchanges ard orher sctivitbes which are
relevant to the specializarion of tee student Dut ROt a FPeQUlrenueRE
po emrm Units in any subject i the currsculum hize praciicum,
interrahip, OJT and similar requirernenis.

The cvent which may be considered for Ungversaty fuurding support
should be sponscred or arganized by repulable oF estabilabed
educational, ressarch, or developanent argarisn Do and expiltid D
Fawe consruchve mpact not just on the particpant Bt ol oy the

Uriversity and the academsc unit where the parscipating student) s
belong.

Frioncy shall be pgrosn W SVeRts that hawve Urnseersary-wde
fepresentation, are part of an &ITive And ONg- =MD agrecIncnt of the
Uriversity with the sponsoring organisanbon /s, or thiosse officisally
Lnitiaved by the College as part of its development targets.

Frscarchk paper for presentation o @ reguoral,  nabaasal  oF
international forum should pass the evaluaton and have thue
endaorsernent of the Research and Extension Management Offuos

[he partcipation in the actwty should be recommendsd by the
College Dean, Campus=s of Branch Darector, endorsed by the

concerned sector's vice president/s and should have the firiml
approval of the Unuversity President

e Upiversity may fund wp o e &) 2SCODEPSROyIRE
coaches | Goordirm hoeirs | e o i & gven evenl SCILvily am e e
NCCESSAry Reguests o allow more (an wo SOCo@Gpamiying
o e ) coardinators ) menmoee shall be ovaluatsd or fursdisgg on &
cane Lo case basis and subject to avallabliny of funda

All the nerein-cited proisions o funding suppost akhsll e subyect
ps mvela bility of funds and o POVErTEmMEnD SO Urg anud sl Ting
rules and repulaions Any amount in excess of the pirescr bed

ceilings shall be borne by the participant/s or by other external
gources willing e provide sponscrabps

I've Wwhiversily funding shall e based on kL Mos. 248 and 248-A
s 1 9eS as amended by EO 298, s. 2004 and CUA Circular 20 1 3-003
inclusive of partcipant; s’ regisiraton or joining fees

L G i, s i P Rl ey Flie L Ll ek |-
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POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING

COMPUTER ENGINEERING DEPARTMENT

= Fuanding Support for participation in Local Student Deveclopment
Auc Ciwitiew

-~ or wubvidual partcupation, the funding support shall oot exceed
[-'T.E:l. 1 =5 U0 IR = pll.l"l‘.-.l'_L[J' ant per cwernl

2 Fuor group or team partcipation (fnchudisg the coach ar advisey as

spproved]. the funding support shall not exceed FPRpT0.000.00 for
the snhre dejcgaiion

5.3 Essential svenis-related materials such as for the constnucton of
protwooype models in case of acienubc commpellons, Innovahiona, new
krowledge creation, shall be based on actual sxpenses Dul not to
exceed Php30,000.00 per approved progect or cwenl

. Funding Support for Participstion m Ilnterpational Student
Uevelopmesnt Activities

c 1 For  individieal particapabon n internabDonal student develGpment
acrivities as defined in this sct of guidelnes, the univermty fursdng
shall not exceed Php30,000.00 per partkcipant.

2 For group or team partcipation @incjuding the coach orf adviser as
approved], the amount shall he Based an actual expensss bul ahadd
aat exnceed PRp 100, 000.00 or the sntire delsganon

4 Essenaal svents-related materinls such as for Une consorucizon OF
prototype ousdels in case of smenuic com petidons, oY REOrS, Dew
Knowlsdge creation, shall be based on sctusl expensss bul ol IS
exceed Phpd0,000.00 per approved project of event

T. Procedures for Availmant of Funding Support

Tie head of office/despartiment shall prepare roqguest for the
Jarticipation n the nematonal event addressed to e L::.L.-n:rm.l,_..-
President thru the Executive Vice President and Vice President for Finance
nd endorsed by the concerned sector’s vice presadent; s

I The reguest for Pfanding anssslamos shauld hawe the Sollowing detals

Title ol actwiny;

Vernue and sooosmmodation detaals,

Duratior,

Descrpticon, rationalk of the event )

Dccoves of PUP/College pirmepcky ) Campees  pead Tl peliasrn  of

irvolvesnent n thee evenit )

| & ParDcpating organisatons counines represcsiited by the
Larget delegales W the ovent )

1 7 Assistmnoe proveded by the sponsoring sSges=cy and other
dorsars. o any . )

= | 8 ln case of funding request for paper preseRtalon, thue

OVPREPD REMO endorsemcnt of the paper, arul
' 19 Expense tems and Amount Reguested from the Universily

oW W -
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The reguest, inchuding doOcUMENTaRry roguirements as issed @ itern 9
ol thes sct of guidelines, shall be submitied o the Office of the Sector
Vice President at least one [1) month prior o the conduct of the

acevity for kis [ her recOm e ncdrng aporoseal

Upon reconunendation of the College Dean or Campus)Brack
Dirccoor and the Jector Vice Presidena, the megueest inciuding
documentary requirements shall be forwarded o the Vice President
lor Finance for Epancal evaluation amnd the Vice President for

Srudent Afairs and Services for endorsement;

The Vioe Presiclent for Fimance apd the Vios Presadent for Stodent
Alfairs and Services shal recommend the evaluated reguests
moleding dotumeniary reguorements. o the Executive Viee
President for appropriate action;

The Esxecutive Vice Presadent shall recommend the evaluared
reguests (o the President for fBnsl appeowal:

The President shall forward the approved request o the Human

Heasource Management Departmnent (HEMD) for the preparstion of
sSpecial Order, '

E. Decumenlary Reguire ments

[T =

Hegquesl Leller with recommendsrion aof the College Dewrn oo
Campusa,/Branch Director and propesr endorstsments of conoermed
ALiDuariiics

Letier of ACcepiance of .ﬁ.p;_ru'.l.ll al i.-".-:nn.._i.-.q.:ul:l. i the Activ ity froan
the Hporsonng Organisstion | Agency

Program of Activities, Brochures (iIf any) and Einecary,

Compliance with the regquiremenis for Gf-Campus sctivities
Fhotocopy of the paper wn be pressnted (if applicables)

Hudgolary cslunaiss o cover the rogisiration, [Franspasriafison and
iuily subsistence allowance

9. Fust-Activity Requirements

The participant | delegntion, upen return from the activity, abhould

il

O

Submul a posl activily report W the [nternal Audit Offce lor
evmluation and o the OVPEAS-Student Services OfMoe for
documentation and referencs. Non-submisason of the post scTivITY
report shall be a ground for -d'.u..pprmni of or non-ecton on
D ITenlf TUDEne Fedjuesl  Mar sludenl deveElpIment Sasistance ol
i LY off ithe ﬂ:u”lf'f DI | f:-.lllll-l..Jll Rirach Dlreciod of
orgaresatn o which the student) s Delong

bt posl-activity ceport o REMO i case of papey presertat o

A g TP R R L e S e e, e i e e i (L LY Ve Tl
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c. Sulril the following docuwmenss Lo T ; for
ek _:q-_-r..:lmmm 0 the Accounting Office for cash

rigindl copiea of tickets and boar i -ak

cermificare of participation R X

rgrasy of travel fusing the prescribed forem|

==t ubicate of travel completed Iuming the poescribed formy

Oificia Receipt o case of refund of cxcrss cash wdvaree|

Frocoedings and preferably with other evidences of the activiry

VY Yy Wy

10 Vianlatons and Sanctions

Any viclation of the abowe mentoned poikcees and gudehnes ahall

be sulpect of the following penallies de e
sErbaUsheas of the "“Jthlnnl-am ey pending on the nature and

Written warning
Farfeiture of the right of 1he i
funding =

*
Adrn inistrative Sl arm - ._’t- -
.
i

Viclanons ahall nclipgs|
- "'::—' %

S-cmisson of fabocaied
Erdorsing stisdent martc
Fadlure o subsnit the pe
MNo-Jornplesean or ners- Sy
= Fadure (o reTurs within thes
| Uross vuolaton of the rules, Uik
Failure m caunply with Lguidaton

11 Eflectivity

s sel of guidelines shall ke effect Jassary 3,

b omal R Py e S IFTTL Rl A Vs el W e | Ll b b e | s
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i e B 5 i Wit Tl
POLY TECHNIC UINTVERSITY OF THEF PHIELIFFI~NES
OFFICEOFTHE PRESID ERNF——————"
-:*.u:: - Copbraiwenayde wi
' - — —

MEMORANDIUM ORDER

1
= if
| 31, Baries of 01T | R il : | _—
: Frery |
ELH) : ALL ACADERMIC AND ADMINISTRATIVE OFFICLALS AND STAFF

HUBJECT: GUIDELINES ON DAY AND NIGHT CLAIMS FOR OFFICLAL
FARTICIPATION OF PUP OFFICLALS AND EMPLOYEES IN

TRAININGS, BEMINARSE AND WOREKSHOPS SCHEDULED
ON SATURDAYS AND SUNDAYS

DATE : January 6, 2017

e e ————————————— —
1.L¥ Hationsba

Emcculive Urder Mo, 170 grants authority to the University
wdminiaifation o e employeess fo serve durnng night and Saturdsy
fE s TR Zuch authority should e exercissd within the principke o
81 compensabion  for services rendered  and  prudent  financial
MaEnagemert Slaregser, The Maragement has the rti.p.i.;'....;s...l.'-, aa
I paErmas Chee sholls and competencies of TS rrnp]l;.-y[-g'u. T unp]._-r_'r_gnu_n_i
2 FRa eEsillfoe  intervenbions sech as participeflon N Serminsrs,

rikshaps and trainings This ==t of pgudelines s ormulated to
ratbmaalise the payment of servioe pay claims of employees sent W
ninings on official capacity dunng Sanordays and Sundays
20 Socope

s set of gusdelines shall cover all University officeals, incbodrg

culty designees, and adminestrative employess in the Main Campus
1 &l anc e ard Carmpusss of FLIP

.0 Lomddelisee e

T k= payment ol day and nigght srvkce Clalmsa of oifcals o
administrative employees for official participation o sermones,
workahops and wainings held on Samurdays and Sundays shall be

regLl lansn aa Olloars:

a If an afficial or empioyes whe attended a semonar, worlkshop or
rairing held on a Saturdsy has authorty D render Satundsy day

sorwice, e ahe wnll be pakd day servece fuay
B If an wilicial or employse who attended a semminar, workshop o
ining reld on Barurday REas aUrhorTy LS render Saiurday night
service and the ooming extended beyond Spen, he/she will be
(== :"..-l.;-J.l_‘L.l]. Lsghil service Dy
If e oificial or ermploves who attendsd & serminar, worEsbop or
Irealming Nekld on Nalumnday has no aularm iy o oemaeaer  SNefuarcheay
iervica, M) she will sarn 8 compeEnsaatory ovyerume credir (COHE)

In secardanoes wWith the number of howurs Of rainang conducted an
rhe day, which may be converted inta a Compensatory Time 06

i T

Y wed n el e b s iBmsd by ddwns bEpeay Puo | Dl Lo e (il Teeefes P kel
s T = ol i IELGEL A S sl e b ml 4% e P Dl G G b
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=]

it an official or employes who attended a Uraining scheduled on a
sunday has an auths Ty o render Sunday Service, a
o pensatory osvertime credit (COC)] shall be pven

= uncersbond that whenesver an employee 15 ssued an auithority o
render Saturday angd/or Sunday Services Ris/her presence in the
ifice 14 deemed necessary w0 accomplish the tasks for the day
Hence, in order aol o hamper the operations of e office dus o

allrndance in & semings, sorkshop or training of sad emplayes, a
rilsrver ahould be assigned by the head all the alfics

For proper guadance in the preparation of the Special Order (S.0.)
any request for 5.0. jor official paricipation in seminars, workshops
ar trasnmgs mdnaoiu ke

b2 1] include travel ume in e reguested dares o be coversd by

he special order, if the activity will be held bocally bai
sulasde NCR ar abrosad;

i + U potompanied wilh an lonerary and program of the actity
w0 b allended ) parccipated in.

4.0 Rapauling Chisse

Any other guidelines, adeeopistrative ornder, affice order, rule or
.l'_.'l_.!...'.'l.. and/ar pars itherool conlrary 0 or inoonsisieni with the
rowigsons of (hese Guidelines is hereby repealed, modified, or amended
SonPCIrgly

5.0 Effectivity

These guidelines shall take effect on Janeary B, J017T

7 i

Preasialer L

alrel ||I-I:..|l|d'|.lr

< PR @A m ey F e e e R TR e S S e REmms e 8 Ll Temies VLED B
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- iz iic = Twr Fhs Dl eES =
{_533 P W T ECHMIES LINMWVERSITY OF THE PHILIPPFINES

DFFICEOFTHEPRESIDENTY = 02 0 =

w—— [T ————
— ; ____.,-o- ".._,.,--"'- » =
[ih...._.. N . T T I
ME MO FANDMUM ORIVER e T e 1
X Na. 032, Scries of 3017 s et A .80 |
i Fr . -
Ty - ALL CONCUCERMNELD {JI"I"I.\_I.FLLH FACULTY &IEMHEI‘*}:‘- &Ny
ADRINISTRATIVE EMPLDYEES
SrEECT: REQUEST FOR SPECLAL ORDER (SO AND
TRAVEL AUTHORITY (TA)
A TE [ mnusery & 2017
e —— e ———————
FilEE T flece the vtroely relaase of the reguested Specaal Order (S04 for
i el q! =R ke i) Eiffiar i AN STk |-r,!_ L wCrEILraar . -.Iu'h.ll.IH.lj.._
rraining., and otlher similsr sctivities) and Travesl AuthormTy (TA) fow
i s al foregEn travels, all corcerced cificaals, Gty Members amna
crraTive Blall are reqguirned o abide by the following requEnemers t=:
e Wi are reguessong ior S0 and for TA, with reguest for B
assistance from the Unuversity, musf suboui e regneess Einer =
eI Eaa Ll o LI el repE ey b Bl asl s Iil Il Cpi mpd T Efem
| m- ety g - O The SCTIVITY Or [Fel SV Of o rrire
2 T=3 T sre reguesting for S0 andfor TA, with Bo regueess for
h g L D e Frceim £l Umuawersity, [we RET T g Bt B
arrespe andung CeqLIERT WSETEeT wich cosmmpilete sappEsociEg dimisrserils &I
jcast thres | 3) weeks prior o the schedude of the saic Sctivily oF I e
!r‘_-|_. s
5 I (&7 | i e regueest Do H.l_-‘,'_u. Lirasr and/or [ravel Aulbhaormly
rescribed porecad, excepr for juscifiable grossnd s, will resull i e
il ® ¥ 1 C ol T o
bl siall take offect on Janesary 9, 2017
———
WL L
EMANUEL C. 'ﬁ- GUrEnan, Paily
Fyedialewil
g TR P e T - o & T T s | [ B LR L R
. iy e | Pl bk Ark. Bl ERERTTT e S gl el e o e O g el §T
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Fhe Undversity has the night to cancel the a rowver] i
ATTUMmRSIARCSS boeyond s comiral; . VR
A In case of cancellation, the person-in-charge shall immedis

N :;..nfd}_. e client of the cancellation of his/ her reservation: -

8- Il the cancellation is due W the fmull of the clien uu.mu' Pl
shall be forfeited in favor of the University, . -

. If the cancellation is Hue to the fault of the Universicy, the client has
rl'rlnprmn W reschedule the activity or to ask for refund the amount
Pl

d If the cancellation is due to forfuitous evenls, the Un ity skl

. . vers
"e-negouate with the client -

il

Spec | svenis je.g- phow shoor, commercial shdoling] are allvwed on
AL NIy OnLy

Pas University may refuse admissson of any person fior Justifiahile coyme | a.
Llents shall abide by the robes and regulanons of the Universaty;

: MOV DL :!'.ml.i.nl'.n.u'u Chennliness wrel ofderlsfess o ek i
Jawerslly [Eoilitdes. In cass of damags Lo aEVy p.u,-tu:!'n;'u:- l-:ﬂlykhsa':‘“
nciuding iis equiprrent, due & their om li Tl
—— v Proper use, Clienis are oo be el

Ly viclation of the University rules and regulations on the use of
=il shall be subject to appropriate penally fes and sancton /s

FROCEDURE FOR RESERVATION

licants ahall

SUDMIT & request ketier addressed 1o the Person-in-Charge at least five 15
wiorhing days prior Lo the intended date

Hring approved request letter w the Resource Generation Office (RGO) and
secure ROO Form L. Present the letter with the astached frm to the

atpus Development and Maintenance Office [CDMO) fior the assessment
it eas ene gy foe and go back o RGO for the assesament of the rental fee
(Kirudly see the attached RGO Foarm | and CDMO Energy Fee . ¥ FLET RN

In cass e person-in-charge is also the COMO Director, the latter shall

letermine if the reguested venue I8 available o he wmtended date ancd

wacss the electnoity fee o applicable. The procesd w ROO for the
senurmeril of rental bes

secure a4 Melerral Shp from B0 upon assessment;
seiil the Heferral Slip o the Accounting Office and secure order of
ayinent. ROD shall not walve the rental fee except only upan the approval
he Univarsity President ar Executive Vice President
v Lhe asscaisd leea to the Cashier's (Mlhice:
B L R LR . L. . LT Y R e S T T T

Frums L] B2 P Sl L AL sl e i g § i [
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= the Uthcial Reosipt properiy marked with an RGO smamp and duly

red by the Director or his representative. Moreover, the applicant must

+ the detalls of payment be reconded by the RGO personnel for
CILLRILOTNINE PAIpeond s,

rocesd LD e Gflice of 1 Re persoan-in I'-r""-F and E"““: the R '!'[-I:IH.'.FH!‘{I..
T and copy of the B0 Fdrm o confirm the MeSC TVl

e the Security Oifice a copy of the RGO Form 1

EFFECTIVITY

These polowrd and guidelines shall take effect immediarehy

ool g U & e e s Fesa i JE e e E Fard e e )OS a0 (e (LR R
- LB ] PO e ML AR eslishe gwe b ila dY & vl o i b s
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Haprooa e ol Trw Pl coperss
FOLYTECHNIE LINIVERSITY OF THE PHILIPFINES

OFFICEOF THE PRESIDENT e

R B BTL LA T LI N LB LR

"“""‘ﬂ_ -

1
et et b Lt S el

Ha. 40, Series af 2016 e - N
. ﬂJ:_.P £ E _..tlr'.a'r.‘ﬂ_ —
o W

mmm FaCULTY MEMBERS AMlr
SALMINISTRATIVE EMPLOYEES

REVISED GUIDELINES ON FARTI IFATIGN OF FUF OFFICLALS,
FACULTY MEMBERS, AND ADMINISTERATIVE ENMPFLOYEES IN
STAFF DEVELOFMENT, SEMIMAR AND TEAINING ACTIVITIES

s rmbwer 220 B0 16

=

T
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Hatlloaals and Otjectives

[Fus wer of grudelines o catablisbued o prowvides support in the professonasl growth
i sttscaals and personnel of the Polytechnie Unisersity of the Pholippiness (PUP) as
2 ad Ehdidance um dne grant of this sappor, including the submissien of poat

SNy FERCrT Fedulremmenys, [hes 4 un e eirk Palyeechsee Dacversaty af e
Phubippenes’ [FUP] establinkbed Stxategyss Perfiormance Managerwent Systemn (SPNS,
szl Saimss (o S JassT mietl sTihesces e il rvee h‘lm B s e

b sbeiiddar sl il TEor Wssderyme iy prsids, madlveader thesn fo fertherr devobapmmean . orbosmor
the culmure of performance and ensure aooowr s by

a

The FLUPF SPME s 6 compliance with Memorandum Cirocler Ne 6, Sefies of 2O 12
e S Servics Dommmisessen (OS50 of eresess knoeen ae e T Csacdelines o Dhe
poakmbrriens amud mpdermeeniafeoe o Ageneey Svategee Perforsusacs Lk nssegersvusw ©
s [SERINT .

e ey, This wel of guicelnes s iemcied B

Uefing the enbtlemesnt o proadeges of olfmasls sl scsdems snal

sirmnier rmires perssnree | ta Polytechnds Unacrssty of the PRlbppuss (PUF)
2w | A sk rpoenemnl smnad ey Sefivilics,

2 St parmmetcrs Uial will be used as besses in the apperoval of the reguest for
the comuluct of and participaton in staf development arad LFadrdrg sl s,

lwnwﬁrqﬂﬂmhiudppndeJﬂmbthuanmcnmm'tbmmt
morouritime arsd audiviog ooles and regulanions  before, during ancd sfer the
Comid ikt ol war stk pesitaon i e obtall dewe lopamesed oo L sdorilingy e Livily

ecnpe mmd Ceve rags

Fe gudslines shall cower all University offcals, permseansnl ad D padary
facelity memissrs, el permansnt and casusl scimrarastrelies smploy s

Lo Bl 0 i ool Te o

St Leveioprrsen Aciuvalfies Ceiel 0 SCMUnars, performasicr e s sl
pebmr g menal Ceman Bacilolinng e tivities, DereBones hang eied @5 Wips.
ML e feler B s ifunmes, corsenlbaris, csndfsTecaors, syinposia arsd sl
rear -ty gatberrirggs,

Trarumgs rofer Lo those personnel nterventions Ul are cosufected for the
priarpeome ol paineng or strengthecang Lhe skills ard techical espsctiss of
ihskdcamEmraE il onpeeraee of the partscipssnt on bis/her Sfea all ereannr;

Cm emd B o ag aE R G e R W Tl ke S e LR o I bodtes [ mamliss | EE Bk
Pl i oo 3L FTT Y amedl 00 3L ey seiady ok e ol el ok kil 5
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v

Plannisg sefers to the actvity conducted by an office/department fo
determine the programs, activities snd projects to schicve the performsces
rargets for the succeeding year/s. The planning sctivides may b alraleg
plapming, anmsal setien planning, méd-year and voar-end assessment
Trinimg Fumd refens w the amaunt aliorared o the uﬂi:t.fdt-n-u:mmt'.u!'-nlrm
the cost that shall be incurred for the participation | sttendance n ard ' ar
.::nduum[um.umn,mwﬂmn:mdumwumm 'l'IJ-H-:'I-hIJ._ImEt
training fees, honoréria for lecturers fin gecordance with Budget Circulag
07-1|, cost af handouts, supphes, materials, meals, anacks and all othe
training relsted expenses, which does nof include wavelling  and
ransportation expenses and per deem;

Srof Deveicpment Fumd eefers to the hemp- sum amount allocared. i the
office / departmenl o mmmmmuhmmmmm sl
anidl participation in staf development sctivines. This shall cover waveliing
and fransportalice expenses, por diem and other stafl development melaled
E e v 5

Ganarsl Prowisions

The University shall allocats annually per office/department flarids fior :l.r.i.l’.'l'
deveapment and trainisg activities of its personpel. All expesses & oted in
items 3.5 @nd 36, incidental be Che participation i and conduct of sasd
petivities may be charged to these funds; )

Unmersty offcals end employess may be authorized 1o pamcipats m
conventons, seminars, conferences. symposia, and such other activities
concueted by non governmen! ofganizarions or privale institutions for a fee,
as part f the human ressusce development program of the Universry, i
acoordasc: with the rules asd regulacions prescribed by the Clvil Servuce
Conpsnbsaian (09C) and the Department of Budger and Management DB,
chargeables againat Urdversity funds;

‘_-'l:n'_"l'EdDﬂ'f}u:mnll Acovinies Sponsored oy Private Organizanans |Ple| and
Mon-Thernument Organizaticeos [H0O0s| L

racion fiee o charge for the perticipenan in the cenventons,
e TmTu mwmqmmmﬂmnwm-nirﬂ
grings spensored by pon-governmen! (FEANEETICNS Gr privace
I.il:.'ldl'-Jl.'l.l.DﬂEl wkall ot r.u.n:-ld T Thausand Pesos (F2,000. 00 per day
fior cack participamnt ss prescribed in NEC 563 Any amaual o Sxtess

i the prescribed rave shall be at the expenss of Lhe parnoipant

437 In case where the conwenton/conferese |semimar i held nul:_d-
pawn, authorzed partcipants may be entitled io per diems, craveling
and trapsporanon and other expenses as suthorited wnder costing
budgerng and sccounting rubes and regulations. The wavelling and
Lransportation alawance shall be based on the sciual cXpenacs or Bs
prescritsd in Executive Order 448 aa amnenidad by Exscutive Ovder
258, whichewer s lower; y ;

433 Membership and smiar fees paid for persosal or indidual
membershig in privaze organization shall be Sor the account aof the
member concerned and aball not be charged against Universicy
Funds. However, institaticnal membership, that is FUF membersiug,
may be charged bo University fursds;

434 As :I;.u as practicable, University afficials and cmployees should avad
al the earty regisiration rates v svail of feduced cuats af participatior
5} cogLEnLOnE, seEinans, conferences gnd sther slar actaies,

4.3.5 Al sxpendifures for the purposs shall not saceed the approprnaticn
fur raining end seminar expendes of offices departments cOrcETied
and shall be mubject 1 the usual secouning ard suditieg rules and
regLilaisoms;

= b ey PP A VR D g el e, v, el Fas | D s Ve ki, | LR

r ] i vy | il B
riaga e RIS L TT VIV FRP TR L S B R 4
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OF ENGINEERING

4 4 Szafl Development Activities Spoasceed by Qevernment Ongaesations (0=
mfrm;m‘iﬁns#mndb:ﬁmmmm.
[Fivales Drgan sl (PO ardl M- Government O ganisanons [[900S).

.4 1 Sespinars, copferesces and the ke that are casluomed or
by  poeermment  amsdsiuthoas and irsandngs  either cofahacted by

& matifutons or MOOs POs are nol covered by NBC 583,

. thus, peymen: for sciual regstration foes in these functicns may

muumwmummmmm
not esoeed & total amount of P1S,000.00 per activity /fusction

&4 &3 The

wwuﬂmmm-uuummmmu

m.nﬂummmm;mmldmmmm
The head of office/department shall coordinate with the Budget
Corvices Ofice (BS0) in monitonng the balarce of said Runds,

P 3 Planmang Activities

4.5.1

% 5.3

&5 4

& 5.5

&4.5.7

= Faewr lmesih Wik P &
ol Lrad A TP
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comduct of acrresty  [STrateg Plannsg, Anosl
T-Lnﬂ-w-.‘ lmﬂ“nﬂﬂutﬂr—mum
Universty Canding suppart. 1t shall br ksnted w thres | 3) Cays,
incluseve of travel ume which shall net smooed one |_L}1T-.
Univermaty mmgmwhmm“lquﬂ
limited o the allocated budge: for cach emplbyes of the
m,fdrp-hn.n:hﬂﬁdmh-ﬂuﬂm-d—quum
thee mvmalabnkicy of Funds.
#bummmhwm!ﬂ”ml
mhmﬂmﬂw“m{?l.ﬁm-muh—-im
actunl ransponanon e, whichever in ower  In case of renied
um_mwmuhﬂmmmmmd
L ansportebeo W e ven e, .
The oifice wtmrtmhhu-iﬂumﬁ
um_.:thm:vmuﬂﬂ:—dnm. Lo Dl ot
nnwmm-ﬂhlpmﬂimmum-“
‘ﬂlmnﬁlﬂmmwﬂmdmumm.
ared toll fees;
Hi-mm:mﬂﬂhmwm
|ﬂ.jﬁm'“hmmwﬂmﬂlm Faor
Hranches snd Campusess loosied within Metre Masuda the
anprsamenl planning sctvity shall be conducted within Naticea
Cagital Megoo (NCR. In the case of Branches srd Camgeses
nu:..u.umu.m_ﬂu-mmmﬁnm-h-ﬂ
e comadicted within the city o muricigality whiere the branch o
< sEnpus 1A located
For mid-yeer ssscesmenl planpang, the Unmermry shall prowicde
el alliwascs of Dne Husdsed Fifty Pesocs (FL30.00f per day per
parlcipant chargrabls agenst the coffice department Sxaff
Levelopment Fund based on schial sitefdance snd shall cowes
—gmulmmdlﬂhmwu“m!‘m'ﬂuh

:m&mw:,mdﬂuum“ﬂj.m“ﬂ
ered assessrrent ahall be wndertaen by an affice within the ssene
pericd as that of the annual achon | dsvelopment plarnisy,
el Planciang) Assessament repaeT shall be subeufeea wrpL L
fifeen |13 working deys from the lasd day of the scowty This
mivall bicliide he narmeiive repeori, Pl GO Gmer RIS T, s Sopy
off L it of the plannng actmiry

e L b e, e s s e el L) TRE [FE ST C e

L e Sl LRSS sk gl T e o e Gl s
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18 Ciher Provissons

4.6,1

4.86.2

463

4 f,4

& i 5

i i ; j the suslabilicy «f
wirly funding swuppart every year, subgect Lo
office | department furds. On the other hand, if the allocated funds
ks d i mwr.'h.-r pdmmrsiranye
concerred University offcal, faculcy ard -t
employes, if approwed, may be tsmuned Jpecial Order G e
I;._-.n]:'l'l:a_._-rj-.ri:i..:: arganized by instifupans other than FUF, casual
wha hase rendersd af loasr =g (9] mancbhs u_f-;n:-.ﬁn:l:l.u-:n.l.a-
servioe i PUF shall be endtded ta arald developooent privilepes wiike
ane ;mearmmmﬂmaumm;m. AR ECIpREES
to training privileges. Employees retiriagg within ars | L) year oF ..nﬂ:.
applcation for optional retirement shall not be enlilled tm E:l.m--u-!
suppart Sar pn.mn,p-mmmﬂa.ﬂ'dnd.npm:nul I'-ti.I.EI.!.l:I.l%d-l-'-ll.D.E:l
held sutside the University campids as provided beremn, qu--.—-.-u
they may be allowsd to attend)/participate in tiese actnabes on
alfial tores onby; .
A Poaz-Seafl Development Actanty Feport sbhall be :!ul.m.ufl:-tcl oo thie
HREMD-Training and Deselopment Section nchuding photos and
cortificare of comgplenion | participatan within Thamy | ealendar
days upan comphetion of the stafl developament SCLAALY. The repat
vaumm-mmmﬂwmum
dewelopment activity ard action plan of the persanms mwclved, the
same repest shall be posied ar the PUF webaite within thory (0]
calendar days after the semunar. -
The comchset of echo semenas fabhanng |sirecbune or upsiruciared)
shall be limited to training)s arended /participated. Proal of -rd:u:l
seminar, sharing conducted shall be subiuned o HREMD=Trammng
Sertinn within Biteen (15) working days upon corduct of the scho
mernLnas | SATIE;
All requests for the participatics/stendsmce B and conduct al
[rainings, convenions and sesunars worksbops, and the oomudisct
of maafl develapment artivities shall e mubicer L the approvel of the
Presdent they the Execotive Vies Predldent and the Vies Presidenr
Ea¢ Flnance, ypen recommernling approsal of the concermed Vi
Presudent; o
Lo case the afalf development and Crainiag funds of the
cl]h:;'dt;ﬁﬂﬂ:lﬂurmlh_ful?hmlrdrulluﬁ:ummwm
Wm.p.mnuf:ﬁﬂuuyd:mpnmm:luﬂdnﬂﬂrmm:md
trainkng activities, he or she may request thai the fusds may be

soLcced am his/her mother scademse umit, provided the College
Feun endorsas the request

Procedures

=

Thia
pasiicipanan pitendasice i end conduct al reinings, coenventicns and
peminsrs /workakops, and the conduo of atafl development s fiuizles
aildressed o the Unlversiy Presslent thre the Executive Vice Fresident amsd
ik Vice Pressdent for Flnaace,

develapment and ralnings activities shall be supperied with a project
propeaall with the following e S ETi S

hesd of offds/department shall prepare  Dogquest for the

The request bor the oonidwct of stadl

1= riogy Gy e P A Pl gk e T, B R, niws e [l e Ul Lk Raleies TEIRSL
v o] Sk PV A o (LY A Wl | w0 Pl i P Rl o sl
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Title of Activiry;

l‘ll-ll-'l'l L= L

[ s,

Diescripgrmon and Rsdmoriabe:

LiEmrxtrwen;

Target Participants;

Budgetary Regpzrements, -

- 4 The reguest mmcluding decumerstary requirements as lsted 1 tem 6.0 of this
T of guckehnern, siall b submored Lo the Oifioe of the Sevtor Vier Fresiden:
ai beast ene |L) meetlh prioe to the conduct of the acthvity for his/bher
e Tl approaal -

! Upet rocomreendation of e Sector Viee Pressdent, the seguest
documentary requirements shall be Sorwarded o the Yier Pressdent for
Finance for fnsacsel evalusison

54 The Vice hmdmthfmmmmcnmﬂqum
sasldaling deOUmenlary fejguirements o the Essculive Vice Presciess for
e e = T G -

The Executive Vics Fremident shall recosmend the evalnated rELpiEale
Presaient for inal appeoval, - b

x. .h' Fresuden: shall forwand the approved meguest 1o e Haman Resousce

dariagerment Department (HRMDS for the prepusration of Special Order

Cocumentasy Reguiremesnts

G, 0 Aeguasl lLatier;

F .:".l'l.qcn.l Prspsisal

6.5 Frogram of Acovites and neray;

oA Ceruficade of Compliance from the HEMD on the Subm sssaes. of Previous, Dose
Jemiar Beport or No Pendimg Submussion of Posst Seminar Hepoit,

15 Certificais of Comphancos Srom the Internal Acdit Ofce LA an the
subifission of Post-Planning Activity Regpart;

b6 Lapvass of ai least three () wenues within the ares (For concuet of oul-of
b siaf] development or Dradeing achoeyl.

St in il

AN ogn Bh LA En
P
of i@ b O RE=

non- sibinssen of posl sotiviky Iepodt) & ob The pariscipmbed ) aif ersiesd amnd
chlucied raungs, conventicns and seminar, workshops and conducted staff
developmen] scviies shall be & grousd for the disapproval of o nen-sction on
ClrTenl feguest lor slall deelopmen: of walnkng sctvity unbl sech e the
misRan of post activily roport) s is comphed with daccondungiy

Ao maldng L laaae

Ay other guidelies, admensstratove order, mule o reppulntr arud ) of parts Dhereod
CONITANY [0 Of nconsstend wiih the prosessons of this st of guidelines s herebwy
repeabed, modifed or amended sccarcingly

Eiffaatviny

new wrl of guulshnes shall take effiect o Decesber 75, 2016

iy

Posmek e ag AR e ek Caege Lesas Wl e Ve Saai P DEed e Pl (L0 paes PR
Tl L B STTCET e ) kel e, bl o sl AN - vl e i Sk o
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Aepebiic ol the PFhippinas
FOLTTECHMIC LINIVERSITY OF THE PHILIPPINES

OFFICE OF THE PRESIDENT

MEMORANDUM ORDER
i, 39, Series of 2016

i o ALL CONCERMNET

SUBJECT: FOLICIES AND GUIDELINES ON THE USE OF UNIVERSITY
FACILITIES

OATE r Decembeer 12, 2006

HL:—-:-'"i'-ill.i':T. with the decision made by the PUP Board of Regenls in its
Lo Regualar Mesting, the following pelicses and guidelines are formulated and

cacribed:
I Frograms and/ar sctivities organmed by PUP, s faculty, adminiscragive

ermployeds and students [e-g. activites related to spores religion, culture.

EolUCHEINn, I'E_'I_II::.I J smarl developrmemnt e f are o Be pirboe s ;

Frugrams and far activities for more than five (3) consscutive days shall be

approved by the University President. IF the requesting parmy is an outsider

inan- PUPian], a Mémarandum of Agreement (MOA] shall be entered into

with the Universigy;

dcmdemic ACUTILGS arc only allowed froem Manday s Sarmurday, 7:30 am.
e T30 pemg

It shall be understood that acadermic aclivities pertain o curmicular
wctivities aorganized by he Colleges and for Departments caly. Currscular

wotivities refor to sotivities, programs and/or learming esperiences
whioh are course /subject reguiresmenits.

Fres use ol Unilversity Eolites shall be granted: for:

5. curricular activities;

. other activities related o Accreditation [Dpening and Ewse
Conference|, Freshmen Ovientation, University Foundasion,
Arnniversary Celebhration af Collepes, Cornvocations, Seminars ansd
Trawmnings sponsared by the University Administration and ies
legitimare writs; an<d
sl ather avents/actvites as may be determined ) approved by the
University Presldent

Wl insorne-gererating or fund-radsing sctivities shall be subject w Hue
payment of applicable assesssment fees;

Payrnent for the use of the university fecilities by the student councils and

el publicatons may be made chargeable fromm cheir sccounes im the
iveralty provided there s sufflcient furd avallable, Otheraise, payment
ahall be mads direcily w the Fund Maragement Office |[FMOY;

a e B g, i ) Rl ek e L T YEa, WS PR (L5 ) e TR R Pmboliea § biadeid
ey ehll L e RS el e Bap i T P B S e g o
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-HNIC UNIVERSITY OF THE PHILIPPINES
FFILE OF THE VICE PRESIDENT FOR ADMINISTRATION

NOTICE OF MEETING

Te Al Designeas,
et Saptarmiber T, 201§

HUMAN RESOURCE MANAGEMENT DEPARTMENT

Fesss be riomrssd of a = —
Buteagang Bonilecss, 4~ Fioor, 1
he mesling wil dscuss e Memorsrdes Orger Mo 027 Seres 201

of
affendence logicck of al academic srd adminktralivs oficals ard siafl LT
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