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Faculty who have prepared instructional materials

Title

[ Instructional Material Developed
Mame of Faculty (Print/Model/Electronic)

Cansino, Julius S. Electiohic ]

Pajabera, Orlando V. : : Operating System (Lecture)

Tenerife Jr., Pedrito M. Powerpomptrl;r:esemahon Operating Systern Laboratory Manual

3 El i

Pajabgra. Oriandq V. Powerpoi?t;?ggsmaﬁon Database Management System (Lecture)

Tenerife Jr., Pedrito M. Print Database Management System Laboratory Manual

Cansino, Julius S. o tronie

Mahaguay: Rolite L. ) ) Powerpoint Presentation | Computer Fundamentals & Programming (Lecture)

Rodriguez, Joshua Benjamin B. Print Computer Fundamentals & Programming Laboratory Manual
| Tenerife Jr., Pedrito M

. Logic Circuits & Switching Theory {Lecture)
Cansino, Jul?us S Pov.'erpi:‘ﬁ?g?g'szmation Advanced Logic Circuits (Lecture}
Ado, Remedios G. Print Logic Circuits & Switching Theory Laboratory Manual
Advanced Logic Circuits Laboratory Manual
Electronic Project Management
Canlas, Arl B. < .
i A _ Powerpoint Presentation Database Management System
. Electronic Object Oriented Programmin
A Y : . g
e La Gz, Asvin:R Powerpoint Presentation Software Engineering
Lot e L Electronic System Analysis and Design
: s Powerpoint Presentation Software Engineering
Electronic : :
Mahaguay, Rolito L. Powerpoint Presentation Computer System Archgtecture with Assembly Language (Lecture)
Print Computer System Architecture with Assembly Language Laboratory Manual
23 : Electronic .

Natividad, Mark Kervin Z. Powerpoint Presentation Electronics

Reyes, Lutzer U. Electronic Proiect M
l Powerpoint Presentation fjccL Menagemaim

Prepared by:

Pedrito M.—'ﬁ:erife Jr.
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FPOLYTECHNIC UNIVERSITY OF THE PHILIPPINES
OFFICEOFTHE PRESIDENT
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EMORANDUN OROER
- C16, Sexies 62017

: ALL CONCERNED

SUBJECT: GUIDELINES ON FAYMENT OF UTIMEC/ CTIMEC/HSTINEC

EVALUATORS HONORARIA
February 1&, 2017
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Sonale and Objectives

The Ualversity Texibook and Other Imstructional Haterials
E'J_siuatlozx Committee {UTIMEC) was created pursuant to the University
Policy to have all textbooks and other instructional materals intended to

be prescribed by the University for use of the PUP students undergo
evaluation.

Per BOR-approved UTIMEC Evaination Guidelines, all books and
other mstuctional materials intended for use in the university shall pass
through two (2) levels of evaluators--the College Textbook and Other
Instructicnal Materials Bvaluation Committee (CTIMEC) or High
School Textbook and Other Instructional Materisls Svalvation
Committee (HSTIMEC) at the first level, and the UTIMEC art the second
level, The UTIMEC evaluation process yequires the participation of
qualified experts and specialists in the different disciplines. This role of
EXperts and specialists is crucisl in the fulfilment of the UTIMEC mandate
which includes among other others, maling cndorsements for higher
authorities’ approval of all rexibooks and other instructional materisls
which have the passed the evaluation criteris and scrutiny of evaluators,

This set of guidelines airns to guide the grantng of honoraria to
qualified evaluators duly tasked o review and rate the texthooks and other
instructional materials submitted to the UTIMEC for evaluation purposes,

Coverage

These guidelines shall cover CTIMEC/HSTIMEC and UTIMEC
¢valuators who may be fulitime or part-time facully members and
external experts invited to extend their services as members of the
evaluation commiitee,

Definition of Terms

S.1. University Texthook and othey Instructional BWaterials
Eevaluation Committee (UTIBEC) shall refer to the University-level
body respoasible for, among others, the validation of the results of
evaluation of books and vther instrizctional materials proposed to be
preseribed 1o students in college/high school as either textbook or
as a general reference as conducted by a lower-level evaluation body.
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3.2. College Textbook and Instructivnal Materials Bozluation
Commitice (CTIMEC) shall refer to the three ‘Taember College-level
body responsible for the evaluation of books and other instructional
materials proposed to be prescribed to students in the college Ievel
as textbook or as a general refer Nnee.

3.2. High School “Textbool and other Instructional Materials
Evaluation Committee {(HSTIMEC) shall refer to the three-member
high school-leve! body responsible for the evaluation of baoks and
other instructional materials proposed (o be prescribed to students
m high school as textbook or as a general refercnce.

3.4 CTIMEC/HSTIMBEC Evaluators shall refer 1o experis and/or
speciadists in the field who, by virtuc of a special order, shall be
tasked to comprise the panel of evalusiors and conduct the first leve!
evaivation of a given: textboolk [ instructional material.

3.5, UTIMEC Bvaluators — shall refer to the members of the UTIMEC
The members of the UTIMEC perform the second level evaluation
and acts on the evaluation made by the CTIMEC/HSTIMEC in
accordance with the UTIMEC Evaluation guidelines.

\
{

3.6. Honorarium - as defined by DBM Budget Circular No, 2007-1 {April
23, 2007) and as used in this set of guidelines, is a form of
compensation given as token of appreciation or reward for
gratuitous services on account of one’s broad and superior
knowledge or expertise in a specific field for which ne fixed price is

st
4.G. Gemeral Provisions
“.l. CTHMEC/HSTIMEC Svaluators ’ Hinimam Qualifications

— A member of the faculty, whether fulltime or part-time, who
possesses at least the following minimum gqualifications may be
tapped as CTIMEC/HSTIMEC evaluator:

d. At least a master's degree holder in the discipline
b, Has written ai least three {3} studies that have been
presented or published; and

c. Has taught the course for at least five |S) vears

4.2. PBagaging External Bvalvator
An external expert or specialist in the disciplinc may be
tapped as CTIMEC/HSTIMEC evaluator, especially when the Chair
or any member of the UTIMEC is the author of the
book/instructional matenal under eveluation

%.3. Payment of Honorarizm
4.3.1. Only external evaluators shall be entitled to receive honoratia.

4.3.2. An external evaluator shall be paid an honorarium of
Php2,000.00 per bock evaluated, subject w pertinent
issuances of the Department of Budget Management.
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The following shall e considered new evaluation cngagements
hence shall entitle the evaluators to receive honoraria:

= are-evaluauon of a book /instructional matenal that shall
Dot pass the firsi evaluation of the CTIMEC/HSTIMEC
and the UTIMEC, and shall be recommended for a rework
or further modifications by the author/s in order to meet
the UTIMEC evaluation critériz or the minimum rating
reguired

* evaluation of a revised edition of a book/instructional
material or of & book/instructional material which validiey
has lapsed

£
ks

Reimbursement of Transportation Expenses

Faculty members from any branch or campus shall be
reimbursed of transportation expenses incurred in attending
2

CTIMEC/HSTIMEC/UTIMEC evaliation meetings subject to
existing University policies and procedures

<)
o

Repealing Clause

Any other guidelines, administrative order, rale or regulation and/or
paris thereef conirary or inconsistent with the provisions of this set of

guideliries 1s hereby repealed, modified or amended accordingly.

£.0. Lifcctivity

This set of guidelines shall take effect upon the approval by the PUP
Board of Regents on December 23, 2015.

iSgd.) EMANUEL C. DE GUZMAN, PRD
FPresident
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OFFICE OF THE PRESIDENT
M MORAND I
No. 015, Series o
-~
.
T ¢ ALL CONCERNED
SUSJECT - SUBMISSION OF TEXTEOORS AND OTHER INS‘I’RUC’A‘ION&L
MATERIALS FOR UTIMEC BEVALUATION
DATE P Apnl 4, 2014
R D e e e Kok 2ATX T '-V-H-,v--t.-.;;;-_';x_-;“—-.;:— RSN Ve 2 [y e
Flease be informed thart evaluacon by the UTIMEC is Tesuming. You are
fercfore advised to now Submit for evaluation textboolts and other Instruciionatl
matenals intended to be used pParticularly on the first semester of school year
'.f-._,”A"!-.r]O!S te the Office of Vice President Alberto €. Guillo who is now the
UTIMEC chairman.
Flease be remminded of the following gnidelines:
¢ All textbools and cther mstructional matenals approved by the
UTIMEC pricr to 2000 #7¢ 10 be revised and be submitted for
UTIMEC evaluation.
¢ Those approved 5y the UTIMEC in 2009 0o 2012 are to undergo re-
evaluation by the UTIMEC.
¢ Submission must be in nerd end soft copies (in PDF and word
forinars).
¢ An evaluaton fee of P5,000.00 1s charged per book /instricrional
\ material.
= Original copy of the publisher’s editorial board evahation resulis
and a photecopy of the receipt of evaluation fee PAyment must glso
be subrnitted to the Committee.
For srmet compitance
(Sgd.} BMANUEL C. og GUZLIAN, PhD
Presiden:
3= ficor South Wing YU A Mabv Cameus Anonas Strast, Sia. MSesa, Marils Phones [Diract Une) 74826¢2; Tokstax: 716-1143
[Vrank Line) 7167832 locgd ‘.‘J].’?.OL"&SEJE’::},w.\"m'.i--w,:«.-z 22BN E-muliprasident Spupedunh
“THE COUNTRY'S 15 POLYTECHNICU”
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RANDUM ORDER
» Besics of 2013

— 0 T ALL CONCERNED
SUBRIECT .S‘"(JTE!?QSSZON OF TEXTBOORS AND OTHER INSTRUCTIONAL’
MATERYALS FOR UTIES EVALUATION
Seplember 30, 2013
MR P
: Se be informed thar evainauen of textbooks and other instruciional
=nais by the UTIMEC is fonuruing, You are therefore adwised 1o submit for
“yituation textbooks and other instructional materials intended to be used
rucuiariy thus Seceond Scmexter_. 2013-2014.
Please be reminded of the follovang standing guidelines:

1. Al rexrbogics and other instructional matenals epproved by the UTIMEC

POIOT 10 2308 are to be Tevised and submitzed 10 the cditorial board of the
Pubiishing company for editing, comiments and approval.
Hard and soft copies in PDF and word forrnacs) ogether with the
publisher’s editorial board evaharion results ang endorsement ars to he
sSubrmitied by rhe concermed authors or publishers to the UTIMEC for
evaluation,

2. All textbooles ther instructional mazenials approved by the UTIMEC
in 2009 i ‘e W undergo re-evaluation by the UTIMEC.

Hard and sait Copies (11 PDF and word fors *ATS) are 1o be submitted by the
ned authors or publishers to the UTIMEC for evaluation. No re-
ation fee shall pe charged if payment has been made during the
previous UTIMEC evaluation.
< othier instmucional materials newly submizted o the
C are to undergo the process of evaluation based on the
Revised Guidelines for Bwvaluation of Textbooks and other
mstricnonal Materjals,
For sirict compliance,
{Sgd.) ENSANUEL C. b GUZMAN, PED
Fresident v
22 fogr 5o wing o-\_iF-\,Ma)‘r.ICom;:u: AnONRL Steel, STa. Mesz, Mands Phoos: Dires L) 7162608 Tokeles: 7151143
1Tronk L) 7167532 tocat 200200 /658/658 . WECeme: Wavet pus st oh malipresdden@pcpedy.ph
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fi.. : Betar
i A R _._.«zy\,_.
o~ MEMORANDUM ORDER S ol ,/ £ iy,
No. 035, Series of 2017 i Lnter - 7]:;,

T0 : ALL CONCERNED

SUBJECT: AMENDMENT TO MEMORANDUM ORDER NO. 035, SERIES OF
2013

DATE : September 5, 2017

Series of 2013, the “Monitoring and Investigation Committee for Textbook and

Other Instructional Materials Policy Implementation (MICTIMPI)”, dated August
27, 2013.

The committee composition is hereby amended as follows:

Chair University /Board Secretary
Co-chair: Director, Internal Audit Office
Members: Faculty Regent
Student Regent
- Dean, College of Communication
Dean, College of Business Administration
Dean, College of Political Science and Public Administration
Dean, College of Tourism, Hospitality and Transportation
Management
Dean, College of Architecture and Fine Arts
PUP Legal Counsel
Representative from the College Student Councils
President, Sentral na Konseho ng Mag-aaral

For your information.

EMANUE A EE GUZMAN, PhD
President

22 figor South Wing PUP A, Malviné Campus Anonas Street, Sta. Mess, Manils Phane: {Dirgct Line) 716-1143; Talefax- 7162644
(Trunk Une} 33§1-777/787 local 201/202/658/659 ; website: Www.pup.adu.ph  e-mall; Rresident @Wpup.edy,oh
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aer Iy

CRITERIA FOR FEXTBOOK EVA} ATION
Revised May 204
—
-opyright Yaar e .
SURiect for Which the Bool is infended e B -
-E‘Cgé‘ B ___—-_77“—. o
JammSn i N N
ructions =i e
+OW Qre siatements iha? dased
s MGy d2scnbe or show the aualit
o menls _ ~HOW INe qudlities of an accepiabie foys
U are assessing sho Zo i PIable fextbook. Con
i PSE55ING shows these quaiiies. Faor faciity in e‘s-'aiuchor‘x’ftrfsoi%. s
: i, (<] IQ

2 points for each group of i 2MS are given and the hichec m o
% STOUE of items are given and the highest wmber of
= L ‘ '

S G I
18 (¢ I&m is SNOWIN.

St and Other Techni
fid Other Yechnical Matters (Plegse check the aop
- = (=

QW Gre present in the materal ]

=Hminary Pages

iile Page

Author Paae
L= L

Copyright Page

4. Preface - this coniaj : =
eface Loniains the authior's obiective |If )
T SO o e 7 Tt Psoechive. If acknowledoement |
Is brief, it can be INCorporated in the preface et =
table of Contents
e

R g Ireson; Sodiny =

All Chaptersy Major Divisions
Objeciives

2. brief Introduction

S Citations, and proper documentatis i
Proper documentation for intellectual property rights |

study helps/discussions R
VR s e ' —
SOOI DNY /IR e foreammec L T
=HOgrapny/Reterences/Work Cited L
]

L. Cenificaiion of Editing
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Republic of the Philippines ‘
POLYTECHNIC UNIVERSITY OF THE PHILIPPINES T

OFFICE OF THE PRESIDENTPUF-Cantm!Recem‘.zse/ggen

-

Received o=/ o S o . f‘filiZo

MEMORANDUM ORDER , O~ Ry

No. 009, Series of 2018 | Bnte:

TO * ALL CONCERNED

SUBJECT: REVISED GUIDELINES IN PROVIDING UNIVERSITY FUNDING
SUPPORT TO STUDENT PARTICIPATION IN LOCAL AND
INTERNATIONAL CONFERENCES, SEMINARS, STUDY
PROGRAMS, TRAINING-WORKSHOPS AND OTHER ACADEMIC-
RELATED DEVELOPMENT ACTIVITIES

DATE : March 23, 2018

1. Rationale and Objectives

This Revised Guidelines in Providing University Funding Support to Student
Participation in Local and lmcrnationgl Conferences, Seminars, Study Programs,
Training-Workshops and Other ‘ Academic-Related Development Activities is
established to promote local and international engagements and prescnce of PUP
students as part of their holistic development through actual exposiire to diverse
—_ lcarning and work environment, cultures, and knowledge creation events. The
emphasis on providing support especially to international activities is based on the

following:

CMO No. 21, Series of 2016 of the Commission on Higher Education (CHED)
provides that —

border education, international conferences and/or seminars have become
instruments in our students’ learning process...

-wInternationnl conferences and/or seminars allow students to socialize with
students from institutions in other countries and provide them with the
opportunity to exchange ideas, share resources, participate in debates develop

friendships, and increase their awareness of new trends happening ia their areas of
interest, %

Furthermore, the Department of Budget Management and CHED Joint Circular
No._ 1; series FY 2016 on Levelling Instrument for State Universities and Colleges and

Relevance of Instruction) indicators the student involvermnent in inter-country m_obi!ity
programs through internships and related training programs in recognized
Instututions abroad. Likewise, the instrument’s KRA 2 (Research Capability and

Output) includes research paper présentations in international fora and conferences
among its indicators.

In line with the recognition of the important role of out-of-classroom local and
international leamning and research avenues to our students, the University’
allotment for student development includes providing financial support to student
participation in both local international conferences, seminars, study programs,
training-workshops, Paper presentations and other academic-related activities.

Specifically, this set of guideli?es intends to:

(02) 8713 5968 | dcoe_chair@gmail.com
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L]

1.1 Define theé entitlement to funding support of students and their
advisers, coaches, coordinators, if any, in local and international
— student engagemenss and development activities;

1.2 Set parameters that will be used as basis in the request for and
approval of funding support; and

1.3 Provide a set of rules and procedures to be followed in complying with
the accounting and auditing rules and regulations before, during and
after the conduct of the approved participation in the event or program.

2. Scope and Coverage

The guidelines shall cover the utilization of Student Development Fund(SDF)
intended for student participation i local and international exchanges, conferences,
seminars, study programs, training-workshops, paper presentations, and other
academic-related engagements. Students and their qualified advisers, coaches,
and/or coordinators, if any, who have obtained endorsement and/or official approval

for their participation as official delegates, participants, contenders, and paper
presenters may avail of the SDF.

3. Definition of Terms

3. Conferences, Seminars, Training~Wo:hhops. lecal or international, are
formal, structured learning events or fora aimed at enriching knowledge, skills,
attitudes and values of students. A local learning event/fora referred to in this
guidelines is one with partici;‘;ants from different schools and held outside PUP
campus bur within the Philippines. An international event /fora is one with
participants from more than two countries and may be held within or outside
the country.

3.2, Academic-related Activity refers to any competition, award-giving event that
promotes discovery, innovation and creativity in line with student’s program or
specialization, and student exchange program as defined in this set of
guidelines.

3.3. Student Exchange Program refers to the program which the Office of
International Affairs and the Academic Sector jointly undertake under a MOA
with a foreign academic institution and involves exchange of PUP student/s

and their foreign counterpart student/s from the partner institution in pursuit
of their respective academic programs,

3.4. Daily Subsistence Allowance refers to the provision for participant’s food,
accommodation and other expenses before, during and after the event and /or
exchange program. This includes the stipend which may be availed of by a
participant in the Student Ex¢hange Program.

3.5 Stipend refers to the fixed amount given to qualified student participant in the

¥ Student Exchange Program to cover food and. other expenses/needs that

. typically occur during the coutse of his/her study but are not covered by other
allowances spelled out in this set of guidelines.

3.6. Transportation Allowance refers to the expenses incurred from the participant’s
origin to the venue of the event and back via an aircraft, boat /ship, bus, train,
taxi, tricycle or jeepney.

2*° floor South Wing PUP A Mabini Campus Anonas Street, Sta. Mesa, Manila Phione: {Direct Line) 716-1183; Telatax: 71626424

ITriant 1200t 296 S i o -t
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4. General Provisions

4.1. The University shall allocate funds for student development which includes
student participation in both local and international conferences, seminars,
training-workshops, paper presentations, study programs, student exchanges
and other activities which are relevant to the specialization of the student but
not for the purpose of carming units in subjects such as practicum, internship,
OJT and similar requirements. A student who shall be sent under the Student
Exchange Program of the University shall be qualified on the basis of the
specific requirements of the exchange program being availed of and maybe given
funding support subject to the provisions of this Revised Guidelines and
availability of funds.

4.2. The event or program which may be considered for University funding support
should be sponsored or organized by reputable or established educational,
research, or development organization and expected to have constructive
impact not just on the perticipant but also on the University and the academic
unit where the participating student/s belong.

4.3. Priority shall be given to events that have University-wide representation, are
part of an active and long-term agreement of the University with the sponsoring
organization /s, or those officially initiated by the College as part of its
development targets.

%4.4. Research paper for presentation in a regional, national or international forum
-~ should pass the evaluation and have the endorsement of the Research and
Extension Management Office.

4.5. The participation in the activity should be recommended by the College Dean,
Campus or Branch Director, endorsed by the concerned sector’s vice
president/s and should have the fina) approval of the University President.

4.6. The University may fund up to twe (2) accompanying coaches/
coordinators/mentors for a given event/activity as deemed necessary. Requests
to allow more than two accompanying coaches/coordinators /mentors shall be
evaluated for funding on a case 1o case basis and subject to availability of funds.

4.7. All the herein-cited provisions for funding support shall be subject to availability
of funds and to government accountng and auditing rules and regulations. Any

amount in excess of the prescribed ceilings shall be borne by the participant/s
or by other external sources willing 10 provide sponsorships,

4.8. The university funding shall be based on EO. Nos. 248 and 248-A, s. 1995 as
amended by EO 298, s.2004 and COA Circular 2013-003 inclusive of
participant /s’ registration or joining fees.

S. Funding Suppeort for participation l)‘.n Local Student Development Activities

S 5.1. For individual participation, the funding support shall be based on actual
expenses but shall not exceed Php15,000.00 per participant per event,

5.2.  For group or team participation, the delegates who may avail of funding should
not be more than fifteen (15}, and the amount of funding support shall be based
on actual expenses but shall nor exceed Php15,000.00 per delegate or Php
120,0(?0.00 for the entire student delegation subject 1o availability of funds.

5.3. Accompanying faculty, coach or staff may be extended funding support subject
to pertinent guidelines and availability of funds.

P M C o A e e . a g s -
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Esscntial events-related materials such as for the construction of prolulﬂ::
mi)scleis in case of scientific competitions, innovations, new knowledge crca(t)x:ved,
shall be based on actual expenses but not 10 exceed Php30,000.00 per appr

project or event.

5.4.

6. Funding Support for Participation in International Student Development

Activities
indivi ipati i i dent development activities as

For individual participation in mternational studen : :
PRt this sct of guidelines, with the exception of

defined in items 3.1 and 3.2 in : e
Stl;d:nt Exchange Program, the university funding shall be based on actual

expenses but shall not exceed Php30,000.00 per participant subject 1o
availability of funds.

6.2. The funding which may be extended to a participant in a Student Exchange
Program may include:

* travel allowance for actual airfare and lransportation costs from
Participant’s origin to the venue & back but not to exceed PhpS50,000.00:

* accomunodation allowance basegd on actual cost but not o exceed
Php25,000.00 Per semester; and

* supend of Php15,000.00 per month for a maximum of five months per
scmester, subject to the MOA, the pertinent provisions of this Revised
Guidelines and availability of funds.

6.3. Fo_t Broup or team participation in international student development acutivities
with th €xception of Student Exchange Program, the delegates who mav avail

6.4, Essenu'a:l cvr:nts-rclatgd materials such as for the construction of Prototype
mode_ls mh c:;;e of scientific Competitions, innovations. and new k;aowle;:l
Creation shall be based on acryal eXpenses but not o exceed Php30.0
approved project or event. S00.00 per

6.5. Accompanying faculey coach or staff may be ex ]
> aculty, cog s \ xXtended fundin su t jec
[0 pertinent guidelines and availabiluy of funds. SR Rt

y & Procedures for Availment of Funding Suppore

The head of office /departm

) hes ent shall prepare uest for articipation j
mter.natxonal event addresgsed to the Un;j . s ] S DdIHClPaTIOP R
President and Vice President for Finance ang cn::iorscd by the concerned secror's vice

pPresident/s,

7.1.1 Title of activity;

7.1.2 Venue and accommodation details;
7.1.3 Duration;

7.1.4
7.1.5

Descnpuon/rationaje of the event
Objectives of PUP/Collepe | ici
¢ gc/_Branch/Cam us part ]
; Involvement in the eveny PUR Pticiparion i
.1.6 Partjcipat.ing organizatj 2
zanons/countnes repres
delegates in the ecventr A Rty %t L
AT Assistance brovided by the Sponsoring agency and other donors if any
2%0 fioorSo«nw-ang-A Mabin Campus Anor St S . &
ek ) 351,272 787 ot ot e Heyeaaia Sy
£ L - BEesiCent LK Ll
“THE COUNTRV< 15T na. .
{
RG ‘AR
— . B | e
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7.1.8 In case of funding request for paper presentation, the OVPREPD-REMO
endorsemeént of the paper,

-~ 7.9.1. Expense Items and Amount Requested from the University. In case of
funding request for international student development activity and

student exchange, the accomplished OIA Study, Training and Exchange
Program Form

7.2 The request, including documentary requirements as listed in item 9 of this set
of guidelines, shall be submitted to the Office of the Sector Vice President at

least one (1} month prior to the conduct of the activity for his/her
recommending approval;

7.3 Upon recommendation of the College Dean or Campus/Brach Director and the
Sector Vice President, the request including documentary requirements shall
be forwarded to the Vice President for Finance for financial evaluation and the
Vice President for Student Affairs and Services for endorsement;

7.4 The Vice President for Finance and the Vice President for Student Affairs and
Services shall recommend the evaluated requests including documentary
requirements 1o the Executive Vice President for appropriate action;

7.5 The Executive Vice President shall recommend the evaluated requests to the
President for final approval;

7.6 The President shall forward the approved request to the Human Resource
Management Department {(HRMD) for the preparation of Special Order,

~
8. Documentary Requirements
8.1 Request Letter with recommendation of the College Dean or Campus/Branch
Director and proper endorsements of concerned authorities
8.2 Letter of Acceptance or Approval of Participation in the Activity from the
Sponsoring Organization f Agency

8.3 Program of Activities, Brochures (if any) and ltinerary;

8.4 Compliance with the requirements for off-campus activities

8.5. Photocopy of the paper to be presented (if applicable)

8.6. Budgetary cstimates to cover the registration, fransportation and daily

subsistence allowance
9. Post Activity Requirements
The participant/delegation, upon return from the activity, should:

a. Submit a post activity report to the Internal Audit Office for evaluation and to the
OVPSAS-S;udenL Services Office for documentation and reference. Non-
submission of the post activity report shall be a ground for disapproval of or non-
action on current/future request for student development assistance or activity
of the College Dean or Campus/Brach Director or organization to which th=

=S student/s belong.

b. Submit post-activity report to REMO (in case of paper presentationjand to the
Office of the International Affairs (in case of international event or exchange
programj

€. Submit the following documents to the Accounting Office for cash advance
liguidation:

2% Boor South Wing PUP A. Mabini Camous Anonas Street, Sta. Mess, Manita Prone: (Dicect Line) 716-1223; Telatax: 7162644
I
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5]

© original copies of tickers and boarding passes, if applicable

e ¢ = certificate of participation

* itinerary of travel (using the prescribed form)

000

10. Violations and Sanctions

certificate of travel completed (using the prescribed form)
Official Receipt {in case of refund of excess cash advance)
Proceedings and preferably with other evidences of the activity

Any violation of the above-mentioned policies and guidelines shall be subject
of the following penalties depending on the nature and seriousness of the

violation /s committed:

a. Written warning

b. Forfeiture of the right of the individual or unit to avail of new or Murther

funding
¢. Administrative sanction *

Violations shall include but are not limited to the following:

a. Submission of fabricared document/s

b. Endorsing student participant in invalid or inappropriate event

¢. Failure to submit the required post activity reports and documents

d. ‘Non-compietion or non-attendance in the event without valid reason
e. Failure to return within the authorized itinerary without prior approval
f. Gross violation of the rules, regulations andfor law of the host country

—_ & Failure to comply with hiquidation requirements

11. Effectivity

This set of guidelines 100k effect upon the approval of the PUP Board of

Regents in its 160 Regular Mecting.

This Memorandum amends Memorandum Order No. 007, Series of 2017,

the “Guidelines in Providing University Funding Support

to Student Participation

in Local and International Conferences, Seminars, Study Programs, Training-
Workshops and Other Academic-Related Development Activities®, dated February

1, 2017.

P

EMANUEL €7 DE GUZMAN, PhD
President

— i
N )
i
27° floor South Wing PUP A Mabind Campus Anonas Street, Sta. Masa, Mandd Phone: {Ditect Linvej 716~ 11a3; Telefax: 71626348
{Trunk Line) 3251-777/787 1ocat 201/202/658/E59 ; website: wery.pud eduohy . a-man: presicent®pup. edu.gh
S
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Lifted from the University Research o Development Manual (PP 3643)..........

Chapter 6
UNIVERSITY RESEARCH FUNDING, SUPPORT AND INCENTIVES

The University, through the Office of the Vice President for Research, Extension,
Planning and Development (OVPREPD), concretizes its fundamental commitment to
research by providing the necessary institutional support, funding the incentives for
researchers. These benefits and rewards for researchers are designed to intensify the
quantity and quality of research outputs produced by teaching and non-teaching personnel in
the University, reinforce the culture of research, and contribute to knowledge generation,
which is indispensable function of an institution of higher learning.

Who are Eligible for Funding and Incentives?

Any of the following parties may apply as a project proponent and be eligible for
University support, funding and incentives:

1. An academic department or colfege in the University,

2. An administrative office or research institute/center in the University;

3. A duly recognized facully and/ or administrative organization in the University;

4. An individual or a group of full-time (reguiar and temporary) faculty members of the
University;

5 An individual or a group of permanent administrative employees of the University;

6. A part-time faculty member. in collaboration with a reguiar faculty member of the
University;

7. A bonafide student under the supervision and in collaboration with a regular faculty
member of the University; and

8. A regular faculty member of the University in collaboration with research from other
universities and/ or external agencies.

Research Funding

The University shall annually allocate funds for the conduct of institution and
specialized researches, acquisition of books and project-related equipment, subscription to
periodicals, professional journal and other similar publications. Funding may also be
generated through external sources such as grants, donations, bilateral agreement,
collaboration with government and private agencies, and other local and foreign funding
institution.

The following are the types of university research, based on their fund sources and term
of support given:

1. Internally-Funded Research
Internally funded researches are university-sponsored project that have been

incorporated in the budget proposal for a given year. To be eligible for direct University
funding, research proposals have to be submitted to the University Research Evaluation

that follows.

A Memorandum of Agreement (MOA) shall be entered into by the University and the
proponent/s of the research project stipulating both the extent of support granted to the
researcher/s and the project deliverables expected from the proponent.

Monitoring of the University-funded research rests on the Research and Extension Management office
(REMO). Disbursement of fund is subject to existing University accounting and auditing rules.
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2. Externally-Funded Research
2.1 Funding Agency-supported Research

Proposals submitted to REMO that have passed the screening or peer review, will be
endorsed by the University to outside agencies for possible funding. In addition, REMO shall
N post titles and project description in the internet to attract would-be sponsors

The REMO will endorse eligible proposals to the proper agencies in accordance with
their requirement and research priorities. Project monitoring rests on the REMO, although the
proponents are not barred from reporting directly to their funding agency. Utilization of funds
from external sources shall be decided by both the research proponents and funding agency
to be stipulated in the MOA between the University and the funding agency.

2.2 Commission Research

The University, or outside agencies through the University may commission a faculty
member, an administrative staff member, or a group of faculty member / administrative staff
to conduct research on a particular problem. Faculty member and/ or administrative staff
commissioned to conduct the research should prepare the proposal and submit the same to
the UREC for evaluation and endorsement to the commissioning institution.

In the case of a faculty member or a college who gets or is invited and commissionad
to conduct the research, this should be properly reported to and coordinated by the REMO.

A MOA shall be entered into by the heads of both the University and the
commissioning agency, or their authorized representatives, stipulating the obligations of the
parties involved,

Project monitoring rest on the REMO, aithough the proponents are not barred from
S~ reporting directly to the commissioning agency. Disbursement of fund is subject to existing
University accounting and auditing rules,

Project Budget Allocation

A research proposal submitted to the UREC should be accompanied by a detailed
budget, which must be strictly followad once the proposal is approved. No allotment for cne
item may be reallocated to another item, unless otherwise approved by the authorized
finance officers. The proponent may not be given additional budget beyond what is stipulated
in the MOA.

For all types of externally-funded project, at least ten percent (10%) of the total
project cost goes to the University to cover administrative costs.

Support, Funding and Incentives

Subject to the availability of resources, the following support and incentives may be
granted by the University.

1. Honoraria

Honorarium is the incentive granted to researcher/s for service rendered beyond the
minimum/regular workload to encourage productivity. Researcher/s invelvement include
conceptualization of research, implementation of research and development and other
management functions in the implementation of research and development activities.

The proponent/s shall be entitied to due henorarium as project consultant/s and/or
lead research/s. Depending on the type of project, a co-researcher and/or research assistant
may also be granted honorarium,

For internally-funded research the total honoraria shall not exceed twenty five percent
(25%) of the annual basic salary of the personnel involved in the project. The honoraria shall
be based on the DBM Budget Circular No. 2007-2 or the Department of Budget and
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Management Guidelines on the Grant of Honoraria Due to Assignment in Government
Special Projects.

For externally-funded research, honoraria shall be based on the stipulations in the
project contract or MOA.

—~ Non-teaching personnel can only engage in research as consultants and whatever
remunerations they will get from the project shall be paid for services done outside official
time,

The total cost of the research project shall be charged to the University fund including
the benefits stated in this section, unless the grant is externally funded in which the fund
sourced outside shall be held in trust by the University, and shall follow the schedule of
access by the proponent/s as stated in the approved proposal and following \the usual
accounting and auditing regulations of the University.

Honoraria will be paid upon submission of the progress reports as stipulated in the
MOA Payment of Honoraria for the last two months of the project will be deferred, subject to
the last fulfiliment if the terminal requirements. i.e., submission of the terminal research
report, holding of the research conference. and submission of a publishable version of the
terminal research report.

2. Salary

Depending on the magnitude of the project, proponent/s may hire research assistants
who are not full-time employees on the University on a project basis. Full-time faculty
members or full-time employees of the University are not entitled to salaries/wages other
than those they are currently receiving as employees of the University. They may. However,
be entitled to honoraria,

The hiring of student/s as research assistant/s may be allowed on a case-to-case
basis depending on the type of research project conducted. Students will be paid in
accordance with the rules and regulation governing payment of Honoraria/aliowance of
student assistant in the University.

3. Operating Expenses

These cover travel cost, supplies and materials, and sundries (e.g., telephone calls,
faxes efc.). Only the main project leader may request for cash advances for operating
expenses. Request for cash advances have to be approved by the University President,
upon the recommendation of the Vice President for Finance (VPF). The request must be
duly countersigned by the VPRED.

A succeeding cash advance shall he allowed only after liquidation of the previous
cash advance.

4. Books and Equipment

All books and equipment purchased for the purposed of the research project become
University property and should be properly turned over to the appropriate office upon the
completion/termination of the project.

5. Reduction of Teaching Load

Only full time faculty shall be entitled to a reduction of teaching load. The faculty may
be deloaded with twelve (12) units from the regular fifteen (15) units with corresponding night
pay. A faculty member, howaver, may be allowed to carry a maximum of twelve (12) units of

o part-time teaching Ioad, but shall not be allowed to handle any temporary substitution load.
The total allowable teaching units of fulltime faculty who is into a research contract with the
University shall be fifteen (15) only.

Qualified part-time faculty member who are not employed by other agencies shall
carry maximum of twelve (12) units of part time teaching load. They shall be allowed,
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however, to handie temporary substitution depending on the nature and the scope of their
participation in the research.

6. Night Service Pay

Subject to the evaluation and recommendation by the UREC, the principal investigation
project leader/proponent may be entitled to a night service pay. Only a non-designee, full
time faculty member is entitled to this incentive.

7. Promotion

To encourage and reinforce research productivity, faculty members shall receive due
promotion on the basis of their research output.

It is to be understood that a faculty member who is subject for promotion, must have
satisfied the minimum requirement set by the Civil Services Commission and as provided for
in the National Budget Circular (NBC) 461 for the said promotion.

In this promotion scheme. a faculty member who has published a paper in national
or international refereed or peer-review journals shall be entitled to one rank or sub-rank
promotion.

National publication refers to journal publication accredited by the Commission on
Higher Education (CHED) through its journal Accreditation Services. International journal
publication are those that include papers authored by research/contributors from across
geographic location, and with international editorial composition.

Refereed journals, in this promotion scheme, are classified as non ISI/Scopus-indexed or ISI/Scopus-
indexed.

Only full papers published in these journals shall be granted credits or points.

Points-system shall be employed in assigning the required points/scores for
promotion which is based on the faculty member’s current rank, the level at which the work
appeared for publication, and whether the publication is ISI or Scopus-indexed or not. The
table below illustrates the matrix for assigning credits for promotion based on research
publication.
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Table 1. Matrix for Assigning Credits for Promotion of Faculty Members
Based on Research Journal Publication

To be eligible for a rank or subs-rank promotion, a faculty member must accumulate
the number of points corresponding to his/her rank, For instance, an instructor | to be
promoted to Instructor |l sub-rank must acquire a total of fifteen (15) points, while the sub-
rank promotion for the Professor level requires 40 points.

8. Conference Funding

Travel grants covering round trip transport fares, conference fee, and per diem
allowance shall be made available for grantees presenting papers in national and
international conference subject to relevant existing government policies.
9. Publication Financial Support and Incentive

The University shall provide the following support and incentive for every publication

(including empirical research essays, policy papers, theoretical papers) in local, national and
international refereed publication:

Refereed Journal 1
__National _International Total points to be
Non ISI- ISI-/Scopus- Non ISI- ISl-/Scopus- | ©amedtogeta
IScopus- indexed /Scopus- indexed sub-rank or rank
indexed indexed ; prometion |
Instructor
S points 10 points 10 points 20 points 15 points
For every For every For every For every Assistant
Full paper Full paper Full paper Full paper Professor
20 points
Associate
Professor
30 points
Professor
| = » 7 40 points
Table 2. Publication Financial Support and incentives
[ Financial Support Incentive ]
Level of Publication i}
Non-ISI-f Scopus ISI-7 Scopus -Indexed
Indexed ]

" Local / institutional Journal Php2,000..00 =

National and CHED- Php10,000.00 Php30,000.00
Accreditation )
International Journals Php10,000.00 Php30,000.00

9.1 Citation incentives

The University shall provide cash incentives of P20, 000.00 for every work cited by
other authors/scholars in an international I1SI-/Scopus-indexed journal.

9.2 National and International Recognition Incentives
The University shall provide the incentives of P30,000.00 (for national level awards)

and P50,000.00 (for international awards) for a search publications recognized and awarded
by prestigious national or international body of research organization/institution.
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9.3 Honoraria for Institutional Journal Reference

The University shall provide reasonable honoraria and external referees of articles
published in its local/ institutional journals. This is to ensure that all papers being considered
for publications undergo a through peer review process and that high level of scholarship is
upheld in all institutional publication. The following scheme shall be the basis for the granting

s of honoraria.

Table 3. Honoraria Rates for Institutional Journa! Reference

Referee/Peer-Review Honorarium
Internal (full-time and part-time/employee | Php1000.00 per article
of the University
External (Researcher/Expert from other Varied depending on the evaluation of
university or agency) referee’s credentials/qualifications, and based
on the guidelines set forth in the DBM Circular
No. 2007-1. (The honorarium, however, should
not be lower than Php 1,000.00 per article)

10. Awards
10.1 Plaque of Recognition

The University shall award a plaque of recognition to faculty members whose
research output has made significant impact in the field and contribution to the vision of
becoming an epistemic communality, as exemplified by publications and citations in refereed
journals, and the recognition bestowed upon the said work by prestigious award award-giving

bodies.
—
10.2 Annual Best Research Awards
The Annual Best Research Award will be granted to faculty and administrative
employees of the University who have published their research along two-cluster (1)
Engineering and Sciences, and (2) Education, Humanities and Social Sciences. The
awardees shall receive plaque of appreciation and corresponding monetary prizes per
category as follow:
First Prize - P25, 000.00
Second Prize - P15, 000.00
Third Prize - P10, 000.00
In case of multiple authors, the prize shall be divided equitably among authors.
11. Thesis and Dissertation Grant
Upon approval of the administration, a full-time faculty member or
administrative employees shall be provided grant to aid him/her in thesis/dissertation writing
towards the completion of a graduate degree. The amount shall depend on the graduate
level completed which is a follows:
Master’s degres - P30, 000.00
Doctorate degree - P50, 000.00
— Post-Doctorate degree - P80, 000.00
A faculty member or employee who has been awarded a thesis grant may still
be eligible for a dissertation grant. No faculty or employee she be afforded another grant for
a second master’s degree or a dissertation grant for a second doctorate degree,
I

(02) 8713 5968 | dcoe_chair@gmail.com
RM322 CEA BLDG. NDC COMPQOUND, _
ANONMNAS COR. PUREZA STREETS, STA. MESA, MANILA 150.3081:2015 CERTIFIED




POLYTECHNIC UNIVERSITY OF THE PHILIPPINES

COLLEGE OF ENGINEERING
COMPUTER ENGINEERING DEPARTMENT

The aforementioned grand shall be provided on the condition that the
research output is presented in a national or international conference and/or published i9n a
national or international refereed journal.

12. Patents
~. A faculty member, employee and/or student whose work has been patented and
applied for utility model and industrial design will be given the following incentives.
Utility Model/Industrial Design - P5, 000.00
Decision to Grant Patent - P10, 000.00
Publication of Patent in IPO Gazette - P15, 000.00
Issuance of Patent certificate - P25, 000,00
PCT Application - P50, 000.00

13. Membership in the Society of Research Follows

The University shall establish a Society of Research Fellow whose
membership shall be composed of faculty members and administrative employees who have
established themselves in the field of research and development in their respective
disciplines. Members of the academe research outputs shall be invited in the PUP society of
Research Fellows. The following are the general criteria for membership:

1. A doctorate degree in the field of specialization. Candidates for doctorate degree
may also be considered:

2. A faculty rank of at least Assistance Professor.

3. Extensive experience in research development in the field of specialization: with
outputs that demonstrate significant impact on policy and practice.

4. Evidence of track record in international peer-reviewed joumnals;

5. Ability to innovate and willingness to work effectively with colleagues;

6. Ability to carry out independent research and attract research funding:

7. Excellent interpersonal and communication skills; and

8. Ability to teach, supervise and collaborate with highly motivated and exceptional
graduate student.

14. Leave Credits

Full time faculty members shall be entitied for a maximum total of 15 days’ vacation
leave and 15 days leave credits for a research project in a duration of at least one year,
where any fraction thereof shall be prorated accordingly.

15. Intellectual Property Rights

The research proponent, unless otherwise stipulated in the contract or agreement,
shall own the authorship and share copyright ownership with the University. The researcher
shares in royalties from copyrights, parents, or other intellectual property rights derived from
the research output as stipulated in the PUP IP Policy,

General Conditions and Provisions

1. The researcher/s shall comply with the requirements stipulated in the Revised

Research and Develo9pment Manual to be eligible for any of the monetary and non-

monetary support and incentives,

2. Ant of the aforementioned support and incentives shall be granted on the condition

that the research outputs shall be presented in a national or international conference,
" and/or published in a refereed national or international journal.

3. The name of the Polytechnic University of the Philippines as the author/s’

institutional  affiliation be explicitty demonstrated in any conference

program/proceedings and/or journal publication.

4. The implementation of this policy shall strictly adhere to the BOR-approved

Implementing Guidelines {See Appendix F — Implementing Guidelines of the Policy

on the University Research and Development Support, Funding and Incentives)
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= POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
2 OFFICE OF THE VICE PRESIDENT FOR ACADEMIC AFFAIRS
COLLEGE OF ENGINEERING
DEPARTMENT OF COMPUTER ENGINEERING

APPROVAL SHEET

This is to certify that we have supervised the preparation of and read the design project
paper proposed by Jann Warren S. Aralar, Christopher Renz R. Arnau, John Angelo
D. Mariano, Ian Kenneth M. Poblete, and Engr. Orland D. Tubola entitled SILAW:
A HYBRID RENEWABLE ENERGY — POWERED LIGHT BUOY SYSTEM
HARNESSING SEA ENERGY POTENTIALS and that said paper has been submitted
for final examination by the Oral Examination Committee.

Engr. Pedri . Tenerife Jr.
Design ect Adviser

As members of the Design Project Committee, we certify that we have examined this
paper and hereby recommend that it be accepted as fulfilment of the requirement for the
degree in Bachelor of Science in Computer Engineering.
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POLYTEC NIVERSITY OF THE PHILIPPINES .

MEMORANDUM ORDER
No. 010, Series of 2017

TO : ALL CONCERNED

SUBJECT: IMPLEMENTING GUIDELINES FOR THESIS AND
DISSERTATION GRANT

DATE : February 9, 2017

m

In accordance with the decision made by the PUP Board of Regents in its
135 Regular Meeting, the following implementing guidelines for thesis and
dissertation grant is hereby promulgated.

Section 1.0 Rationale

The University shall provide thesis and dissertation grant to full
time faculty members or permanent administrative employees
towards the completion of a graduate degree.

The grant is intended to (1} motivate the University
manpower/personnel to improve their qualification and sharpen
their intellectual skills and scholarship; and (2) promote within the
University the importance of advance and graduate education.

Section 2.0 Eligibility

2.1 All full time faculty members with permanent status shall be
¢ligible to receive the thesis and dissertation grant who studied
either in any PUP graduate program, in national university
(University of the Philippines), in any university that is included in
the most recent top 1000 universities in the region or of the world
as determined by CHED, or in any university provided that the
enrolled academic program is Level 3 accredited or CHED
recognized Center of Excellence/Center of Development.

2.2 All permanent administrative employees shall be eligible to receive
thesis and dissertation grant.

2.3 In case of MA thesis grant, the grantee is obliged to present it in

any reputable disciplinal regional/national/ international

- conference within one (1) year from the date of graduation before
the grant will be awarded.

2.4 In casc of dissertation grant, the grantee is obliged to present it in
any reputable disciplinal international conference and publish it in
any reputable refereed journal, any CHED-Accredited /Recognized
Journal, or any ISI/Scopus-indexed publication within two (2]
years from the date of graduation before the grant will be awarded.

2% fgor Seuth Wing PUS A Mabini Campus Ancvras Street, Sta, Mesa, Maoia Phone: (DRt Unel 716-1143: Tetefax: 7162644
(Trunk Une) 3352.777 /787 tocal 201/202/655/559 : website: wwyepupedu.ph e-mal president®pyp edy ph

(02) 8713 5968 | dcoe_chair@gmail.com
RM322 CEA BLDG. NDC COMPOURND, |
ANONMNAS COR. PUREZA STREETS, STA. MESA, MANILA 150.3081:2015 CERTIFIED

o 5

LT -




POLYTECHNIC UNIVERSITY OF THE PHILIPPINES

EGE OF ENGINEERING
EgI-MLPUTER ENGINEERING DEPARTMENT

2.5 In exceptional cases where the dissertation is not yet published
within two years from the date of graduation, the grant may be
awarded provided that certificate of acceptance for publication or

3.2 A faculty member or employee who has been awarded a thesis

3.3 A full time faculty member or pPermanent administrative employee

Education (for Philippine Universities) or for lack of accreditation

or authority from the government or regional accreditation (for
foreign universities) is disqualified.

3.4 Failure to comply with all the documcntary requirements herein
sét forth is tantamount to outright disqualification.

3.5 Applicants whose thesis/dissertation was completed beyond the
last two years from date of application shaill not qualify for the
grant.

Section 4.0 Documenuuy Requirements

4.1 Letter of application duly endorsed by.the applicant’s immediate
supervisor.

4.2 Employment certificate  issued by the Human Resource
Management Department

4.5 Affidavit stating among others that the thesis/dissertation was
written as a requirement towards the completion of a master’s or
doctorate degree and that the same is not written for the

.

completion of a second master or second doctorate degree.
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Lifted from the Untversity Research ¢, Development Manual (pp. 36-43)..........

Chapter 6
UNIVERSITY RESEARCH FUNDING, SUPPORT AND INCENTIVES

The University, through the Office of the Vice President for Research, Extension,
Planning and Development (OVPREPD), concretizes its fundamental commitment to
research by providing the necessary institutional support, funding the incentives for
researchers. These benefits and rewards for researchers are designed to intensify the
quantity and quality of research outputs produced by teaching and non-teaching personnel in
the University, reinforce the culture of research, and contribute to knowiedge generation,
which is indispensable function of an institution of higher leaming.

Who are Eligible for Funding and Incentives?

Any of the following parties may apply as a project proponent and be eligible for
University support, funding and incentives:

1. An academic department or college in the University,

2. An administrative office or research institute/center in the University;

3. A duly recognized faculty and/ or administrative organization in the University;

4. An individual or a group of full-time (reqular and temporary) faculfy members of the
University;

5 An individual or a group of permanent administrative employees of the University:

6. A part-time faculty member, in collaboration with a regular faculty member of the
University;

7. A bonafide student under the supervision and in collaboration with a regular faculty
member of the University; and

8. A regular faculty member of the University in collaboration with research from other
universities and/ or extemal agencies.

Research Funding

The University shall annually allocate funds for the conduct of institution and
specialized researches, acquisition of books and project-related equipment, subscription to
periodicals, professional journal and other similar publications. Funding may also be
generated through external sources such as grants. donations. bilateral agreement,
collaboration with government and private agencies, and other local and foreign funding
institution.

The following are the types of university research, based on their fund sources and term
of support given:

1. Internally-Funded Research

Internally funded researches are university-sponsored project that have been
incorporated in the budget proposal for a given year. To be eligible for direct University
funding, research proposals have to be submitted to the University Research Evaluation
Committee (UREC) not Ilater than first week of October of every year for screening and
endorsement of the Committee. Upon approval of the University President through the
recommendation of the Vice President for Research, Extension, Planning and Development
(VPREPD), the funding for the approved project proposals will be provided on the fiscal year
that follows.

A Memorandum of Agreement (MOA) shall be entered into by the University and the
proponent/s of the research project stipulating both the extent of support granted to the
researcher/s and the project deliverables expected from the proponent.

Menitoring of the University-funded research rests on the Research and Extension Management office
(REMO). Disbursement of fund is subject to existing University accounting and auditing rules.
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2. Externally-Funded Research
2.1 Funding Agency-supported Research

Proposals submitted to REMO that have passed the screening or peer review, will be
endorsed by the University to outside agencies for possible funding. In addition, REMO shall
-~ post titles and project description in the internet to attract would-be sponsors.

The REMO will endorse eligible proposals to the proper agencies in accordance with
their requirement and research pricrities. Project monitoring rests on the REMO, although the
proponents are not barred from reporting direcily to their funding agency. Utilization of funds
from external sources shall be decided by both the research proponents and funding agency
to be stipulated in the MOA between the University and the funding agency.

2.2 Commission Research

The University, or cutside agencies through the University may commission a faculty
member, an administrative staff member, or a group of faculty member / administrative staff
to conduct research on a particular problem. Faculty member and/ or administrative staff
commissioned to conduct the research should prepare the proposal and submit the same to
the UREC for evaluation and endorsement to the commissioning institution.

In the case of a faculty member or a college who gets or is invited and commissioned
to conduct the research, this should be properly reported to and coordinated by the REMO.

A MOA shall be entered into by the heads of both the University and the
commissioning agency, or their authorized representatives, stipulating the obligations of the
parties involved.

Project monitoring rest on the REMO, ailthough the proponents are not barred from
= reporting directly to the commissioning agency. Disbursement of fund is subject to existing
University accounting and auditing rules.

Project Budget Allocation

A research proposal submitied to the UREC should be accompanied by a detailed
budget, which must be strictly followed once the proposal is approved, No allotment for one
itemm may be reallocated to another item, unless otherwise approved by the authorized
finance officers. The proponent may not be given additional budget beyond what is stipulated
in the MOA.

For all types of externally-funded project, at least ten percent (10%) of the total
project cost goes to the University to cover administrative costs.

Support, Funding and Incentives

Subject to the availability of resources, the following support and incentives may be
granted by the University.

1. Honoraria

Honorarium is the incentive granted to researcher/s for service rendered beyond the
minimum/regular workload to encourage productivity. Researcher/s involvement include
conceptualization of research, implementation of research and development and other
management functions in the implementation of research and development activities,

The proponent/s shall be entitted to due honorarium as project consultant/s and/or

lead research/s. Depending on the type of project, a co-researcher and/or research assistant
may aiso be granted honorarium.

For intemally-funded research the total honoraria shall not exceed twenty five percent
(25%) of the annual basic salary of the personnel involved in the project. The honoraria shall
be based on the DBM Budget Circular No. 2007-2 or the Department of Budget and
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Management Guidelines on the Grant of Honoraria Due to Assignment in Government
Special Projects.

For externally-funded research, honoraria shall be based on the stipulations in the
project contract or MOA.

~~ Non-teaching personnel can only engage in research as consultants and whatever
remunerations they will get from the project shall be paid for services done outside official
time.

The total cost of the research project shall be charged to the University fund including
the benefits stated in this section, unless the grant is externally funded in which the fund
sourced outside shall be held in trust by the University, and shall follow the schedule of
access by the proponent/s as stated in the approved proposal and following \the usual
accounting and auditing regulations of the University.

Honoraria will be paid upon submission of the progress reports as stipulated in the
MOA Payment of Honoraria for the last two months of the project will be deferred, subject to
the last fulfillment if the terminal requirements. i.e., submission of the terminal research
report, holding of the research conference, and submission of a publishable version of the
terminal research report.

2. Salary

Depending on the magnitude of the project, proponent/s may hire research assistants
who are not full-time employees on the University on a project basis. Full-time faculty
members or full-time employees of the University are not entitled to salaries/wages other
than those they are currently receiving as employees of the University. They may. However,
be entitled to honoraria,

The hiring of student/s as research assistant/s may be allowed on a case-to-case
basis depending on the type of research project conducted. Students will be paid in
accordance with the rules and regulation governing payment of Honoraria/allowance of
student assistant in the University.

3. Operating Expenses

These cover travel cost, supplies and materials, and sundries {e.q., telephone calls,
faxes etc.). Only the main project leader may request for cash advances for operating
expenses. Request for cash advances have to be approved by the University President,
upon the recommendation of the Vice President for Finance (VPF). The request must be
duly countersigned by the VPRED.

A succeeding cash advance shall be allowed only after liquidation of the previous
cash advance.

4. Books and Equipment

All books and equipment purchased for the purposed of the research project become
University property and should be properly turmned over to the appropriate office upon the
completion/termination of the project.

5. Reduction of Teaching Load

Only full time faculty shall be entifled to a reduction of teaching load. The faculty may
be deloaded with twelve (12) units from the regular fifteen (15) units with corresponding night
pay. A faculty member, however, may be allowed to carry a maximum of twelve (12) units of
part-time teaching load, but shall not be allowed to handle any temporary substitution load.
The total allowable teaching units of fulltime faculty who is into a research contract with the
University shall be fifteen (15) only.

Qualified part-time faculty member who are not employed by other agencies shall
carry maximum of twelve (12) units of part time teaching load. They shall be allowed,
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however, to handle temporary substitution depending on the nature and the scope of their
participation in the research.

6. Night Service Pay

Subject to the evaluation and recommendation by the UREC, the principal investigation
— project leader/proponent may be entitied to a night service pay. Only a non-designee, full
time faculty member is entitled to this incentive.

7. Promotion

To encourage and reinforce research productivity, faculty members shall receive due
promotion on the basis of their research output.

Itis to be understood that a faculty member who is subject for promotion, must have
satisfied the minimum requirement set by the Civil Services Commission and as provided for
in the National Budget Circular (NBC) 461 for the said promotion.

In this promotion scheme, a faculty member who has published a paper in national
or international refereed or peer-review journals shall be entitled to one rank or sub-rank
promotion.

National publication refers to journal publication accredited by the Commission on
Higher Education (CHED) through its journal Accreditation Services. International journal
publication are those that include papers authored by research/contributors from across
geographic location, and with international editorial composition.

Refereed journals, in this promotion scheme, are classified as non ISWScopus-indexed or 1SI/Scopus-
indexed.

Only full papers published in these journals shall be granted credits or points.

Points-system shall be employed in assigning the required points/scores for

a promotion which is based on the faculty member's current rank, the level at which the work
appeared for publication, and whether the publication is 1Sl or Scopus-indexed or not. The
table below illustrates the matrix for assigning credits for promotion based on research
publication.

——

I

(02) 8713 5968 | dcoe_chair@gmail.com
RM322 CEA BLDG. NDC COMPQOUND, _
ANONMNAS COR. PUREZA STREETS, STA. MESA, MANILA 150.3081:2015 CERTIFIED




POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING
COMPUTER ENGINEERING DEPARTMENT

Table 1. Matrix for Assigning Credits for Promotion of Faculty Members

Based on Research Journal Publication

To be eligible for a rank or subs-rank promotion, a faculty member must accumulate
the number of points corresponding to hisfher rank. For instance, an instructor | to be
promoted to Instructor Il sub-rank must acquire a total of fifteen (15) points, while the sub-
rank promotion for the Professor level requires 40 points.

8. Conference Funding

Travel grants covering round trip transport fares, conference fee, and per diem
allowance shall be made available for grantees presenting papers in national and
international conference subject to relevant existing government policies.
9. Publication Financial Support and Incentive

The University shall provide the following support and incentive for every publication

(including empirical research essays, policy papers, theoretical papers) in local. national and
international refereed publication:

Refereed Journal
__National International | Total points to be
Non ISI- ISI/Scopus- Non ISI- ISI/Scopus- | ©amedtogeta
IScopus- indexed /Scopus- indexed sub-rank or rank
indexed - indexed promotion
instructor |
5 points 10 points 10 points 20 points 15 points
For every For every For every For every Assistant
Full paper Full paper Full paper Full paper Professor
20 points
Associate
Professor
30 points
Professor
| | 40 points
Table 2. Publication Financial Support and Incentives
Financial Support Incentive
Level of Publication
Non-iSi-f Scopus ISI- / Scopus -Indexed
= - Indexed
Local / institutional Journal Php2,000..00 -
National and CHED- Php10,000.00 Php30,000.00
Accreditation -
International Journals Php10,000.00 Php30,000.00

9.1 Citation Incentives

The University shall provide cash incentives of P20, 000.00 for every work cited by
other authors/scholars in an international I1SI-/Scopus-indexed journal.

9.2 National and International Recoanition Incentives
The University shall provide the incentives of P30,000.00 (for national level awards)

and P50,000.00 (for international awards) for a search publications recognized and awarded
by prestigious national or international bedy of research organization/institution.
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9.3 Honoraria for Institutional Journal Reference

The University shall provide reasonable honoraria and external referees of articles
published in its local/ institutional journals. This is to ensure that all papers being considered
for publications undergo a through peer review process and that high level of scholarship is
upheld in all institutional publication. The following scheme shall be the basis for the granting

— of honoraria.
Table 3. Honoraria Rates for Institutional Journal Reference
Referee/Peer-Review Honorarium
| internal (full-time and part-time/employee Php1000.00 per article
of the University
 External (Researcher/Expert from other Varied depending on the evaluation of
university or agency) referee’s credentials/qualifications, and based
on the guidelines set forth in the DBM Circular
No. 2007-1. (The honorarium, however, should
not be lower than Php 1,000.00 per article)
10. Awards

10.1 Plaque of Recognition

The University shall award a plaque of recognition to faculty members whose
research output has made significant impact in the field and contribution to the vision of
becoming an epistemic communality, as exemplified by publications and citations in refereed
journals, and the recognition bestowed upoen the said work by prestigious award award-giving

bodies.
10.2 Annual Best Research Awards
The Annual Best Research Award will be granted to facuity and administrative
employees of the University who have published their research along two-cluster (1)
Engineering and Sciences, and (2) Education, Humanities and Social Sciences. The
awardees shall receive plaque of appreciation and corresponding monetary prizes per
category as follow:
First Prize - P25, 000.00
Second Prize - P15, 000.00
Third Prize - P10, 000.00
In case of multiple authors, the prize shall be divided equitably among authors.
11. Thesis and Dissertation Grant
Upon approval of the administration, a full-time faculty member or
administrative employees shall be provided grant to aid him/her in thesis/dissertation writing
fowards the completion of a graduate degree. The amount shall depend on the graduate
level completed which is a follows:
Master's degree - P30, 000.00
Doctorate degree - P50, 000.00
—_ Post-Doctorate degree - P80, 000.00
A faculty member or employee who has been awarded a thesis grant may still
be eligible for a dissertation grant. No faculty or employee she be afforded another grant for
a second master’s degree or a dissertation grant for a second doctorate degree.
I
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The aforementioned grand shall be provided on the condition that the
research output is presented in a national or international conference and/or published i9n a
national or international refereed journal.

12. Patents
-r« A faculty member, employee and/or student whose work has been patented and
applied for utility model and industrial design will be given the following incentives.
Utility Model/Industrial Design - P5, 000.00
Decision to Grant Patent - P10, 000.00
Publication of Patent in IPO Gazette - P15, 000.00
Issuance of Patent certificate - P25, 000.00
PCT Application - P50, 000.00

13. Membership in the Society of Research Fellows

The University shall establish a Society of Research Fellow whose
membership shall be composed of faculty members and administrative employees who have
established themselves in the field of research and development in their respective
disciplines. Members of the academe research outputs shall be invited in the PUP society of
Research Fellows. The following are the general criteria for membership:

1. A doctorate degree in the field of specialization, Candidates for doctorate degree
may also be considered;

2. A faculty rank of at least Assistance Professor.

3. Extensive experience in research development in the field of specialization; with
outputs that demonstrate significant impact on policy and practice.

4. Evidence of frack record in international peer-reviewed journals;

5. Ability to innovate and willingness to work effectively with colleagues;

6. Ability to carry out independent research and attract research funding;

7. Excellent interpersonal and communication skills; and

8. Ability to teach, supervise and collaborate with highly motivated and exceptional
graduate student.

14. Leave Credits

Full time faculty members shall be entitled for a maximum total of 15 days’ vacation
leave and 15 days leave credits for a research project in a duration of at least one year,
where any fraction thereof shall be prorated accordingly.

15. Intellectual Property Rights

The research proponent, unless otherwise stipulated in the contract or agreement,
shall own the authorship and share copyright ownership with the University, The researcher
shares in royalties from copyrights, parents, or other intellectual property rights derived from
the research output as stipulated in the PUP 1P Policy.

General Conditions and Provisions

1. The researcher/s shall comply with the requirements stipulated in the Revised
Research and Develo9pment Manual to be eligible for any of the monetary and non-
monetary support and incentives.

2. Ant of the aforementioned support and incentives shall be granted on the condition
that the research outputs shall be presented in a national or international conference,

o and/or published in a refereed national or international journal.

3. The name of the Polytechnic University of the Philippines as the author/s’
institutional  affiliation be  explicitly demonstrated in any conference
program/proceedings and/or journal publication.

4. The implementation of this policy shall strictly adhere to the BOR-approved
Implementing Guidelines.(See Appendix F — Implementing Guidelines of the Policy
on the University Research and Development Support, Funding and Incentives)

I
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