POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING
COMPUTER ENGINEERING DEPARTMENT

POLYTECHISC FRIVIRSITY OF THE FARIMANES:

POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
Office of the Vice Prasdent for Research, Bxtersion, Flanning and Developrrant
EXTEMSION MANAGEMENT OFFCE

UNIVERSITY EXTENSION MANUAL

/ g~ |
(02) 8713 5968 | dcoe_chair@gmail.com S VT
RM322 CEA BLDG. NDC COMPOUND, | o |z
ANONAS COR. PUREZA STREETS, STA. MESA, MANILA IS0 3001:2015 CERTIFIED




POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING
COMPUTER ENGINEERING DEPARTMENT

ﬂ“'mﬂ““

Chaopter 1
UNIVERSITY EXTENSION AGENDA
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Extension fﬂlﬂijm:u Manual will be anchored on one of

lnkages, and; (e] redefining our
i ing involvernent In LGUs and their

Hence, the great emphass on putiing such endeaver into a
mmmwummwm”wmmgmGommﬂmf
mm;ammddhmmhrmnsdgmrthmw-
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In Bs immediate communities through varous esdension programs and
m*micmwﬁchmmmmmdgmldmh
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responsibliitty & in lne with the 10-Point nda of the govemmant,
arnphnﬂﬁrgfhomedtanﬁnhhm?:dmgrmhmne
amuhgmatmi-uumbqulyﬂﬂmadbwmmmph.mFSMd
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of Naflonal Economic Development Authority (NEDA) stating that, “The
Fhmpkmmulb-acmnywhamaﬂcmmmmmmmhmﬁand
povarty:hawaquafoppuiuﬂﬂes,embbdbyﬁondmrmwmu
governed with order and unity. A naticn where familles live together,
wnghvibm-m culturally diverse, and resilent communifies,”
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which oplimizes roles In poverty alleviation and social development.
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productivity and ivelihood, promote peoce, ampower worman, profect the

environment, reduce diaster devasiation, and alleviate powverty,
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high-need state scholars access to excelent educaiion os it comfinucusty
sirives 1o sef and uphold the standards of a frue ccodarrie-driven and
chvic-orented insttution,

“Extension” as defined In the University

Hence, exdension, in this confext, PUP the definition
systematic fransfer of technology, innovation nrg&nuumw ganamadl:r
mhasmmwnmmmmmmmwnm
mmmmu WHH}' It should be purpose-specific, tanget-

: program of aclion utiizing the best available
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f:m'n.iuihglm-ud Implementing of the exensen policias, guﬂrﬁa‘sm;n:
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mmnm madiate communities. Hence, In order fo camy out the

n empower citizenry for sustoinable development. the EMO

commits itseif to:

1} Engoge in unified extension undertakings fa
pping the tachnical
mdﬁmm. branches, campuses and other
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FOLTTRCHNIC BMIVEREITY CF THE PHAIPHNES

2 Promofe high sense of voluntesrsm among the facul
administrafive staff and .
He studentry towards service to the farget

2] Reshape the community extension programs and services
mmmhmimdmmﬂm b

4] Hlbuidund*nrﬂmﬂm:wm“mm bevond
for the greater good  of manking g

3] Ensure active parficipation In Intensified tional advocac:
. mfvmdudbnundmdmdwebmmn:t o

Objectives

i EMDMMMGTHMHWIMMMWHMIMM

1} Formuiate appropriote qually extension services through
community need:s dentflcotio
s i n. project preporation and

2] Deliver greater access fo education and digital Information
m;mumdwmmmm;?ﬁw. i

3 Bpand capacily development programs that cater

recuring needs of the Immediate communities, e

. 4] To provide avenues for the entire university to unite, collaborate
and participate in all extension-related undertakings o achieve
*mmmummmmmmumﬁmm_

5] Estabish nkages and connections with LGUs, NGOs, private
sectars, target industry pariners as well as national/intemational
organizafions/instifutions/agencles  to  realze plans  for
mmwmmmmlwmmm
extansion projects,

The University Extension Agenda
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hmﬁ'mmmOnﬁm
cssassrment il target benaficiares ‘example:
weidﬁ'g,buﬂ:tmmﬂer#uﬁrunt.} y

* Ouireach Communily -1t shall be o senvice on a
regular basls which focuses on immmmmmgcms and
short-term  acfhvifies  provided by elther faculty,
administrative  staf or students of a particular
collegs/branch jexample: feeding, clean-up drive, efc.}

* Voluntary Service - it shall be a voluntary research-based or
norrresearch-based extension services rendered fo the
target benaficiares by the facully, administrative staff and
ﬂmnhmmcdbpaﬁbtunmmofhmhﬁﬂm

There shall be a formal form of parineship/collaborafion betwesn
the communlty, Institution, and the University on o sustained basis usually
accompanied by o Memorandum of Agreement [MOA).

m;mmumummm

EMO offers extersion services that will stil largely depend
needs assessment resull of the farget beneficiaries. R

The provided st of specific extension octivitias is int
guide each of the torget beneficiares in mwmnmm
mgumﬂmfhdmnmdbemﬂdulandnﬂcﬂehtmtmm

., EMO may Incorporate some of the govemment's 10-
point socio-economic agenda which will serve as Important basis on
providing exterslon services o s iImmecdiate communifies, such as:

{a) Hmnmbnofmdundvmmdwubprnarﬂ: toward
’rmus}ngqnﬁ:uﬂwdammmhmammandml

(b} Investment in human copifal development, Including health
and education systems, and mafch skills and fraining to meet the
demand of businessas and the private sector

[c] Promotion of science, technology. and the creafive arls to
anhance Innovation and crecfive capacity towards self-sustaining,
Inclusive development: and

(d] Strengthening ithe implementafion of the Responsible
Mnmwmmnhmmmw
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poor couples to make: Informed cholces on financial and family
planning.

The enfire extensionrelated projects which highight outreach,
research-bosed and non-rasearch bosed extenton programs of BMO & In
accordance with the thrusts and agenda of the government which focus
on sustained economic growth with aquitable impact fo all Alipinos.

For Community Outreach Programs, below-isted activitles may be
u H

Feading

GIft-Glving

Seminar: on Safety, Haalth, and Environmental sues
Dental and Medical Mission

Clothing and Book Donaflons

Tree Planting

Clean-up Drive

Short Consultancy Services

Others

In terms of research-bosed extension program, the Salin Kaalaman,
Tungo so Kounlaran — An Expert Transfer of Technology Project [both
research-based ond nonfresearch based) comprisas the following major
areas of concem bosed on neads gssessment:

E

Wine mixing ond bartending

Meat processing

Perfurme maoking

Basle wealding

Soap, conditionar and dishwashing making
Handicraft seminar
Empanada / pasties making

Basic electrical wiing

Orentafion on starfing business  (Business permits
and documentation requirements)

Business finonce, budgeting and bookkeeaping
3 Business taxaton

»  Product markefing, packaging, branding, efc.

2) Health & Weliness

Food preparation and sanitation
Froper grooming and parsonal hyglens
Maal planning and table aflquette
Sports ciinic and fitness training

a & 4 B A & § @ @

(02) 8713 5968 | dcoe_chair@gmail.com
RM322 CEA BLDG. NDC COMPOUND,
ANONAS COR. PUREZA STREETS, STA. MESA, MANILA

SOCOTEC

150 3001:2015 CERTIFIED
CERTIFICATE MUMBER: SCRO04108



POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING
COMPUTER ENGINEERING DEPARTMENT

4) Special leracy

Barangay govemance and basic lows
Basie English froining for call center agents
Furnbﬁﬂﬂfﬂudvmwﬂdnm

m 0

Reading & writing workshop for children
Road safety campalgn

Basic

Cultural-tourism

Basic computer
Cmmmm&hxg

Basic Engineering
Kuturang Hliping, Campaign / Advocacies, Ethics

E

Information Dissemination and Advisory Services as well as Linkages
and Metworking are also part of the ceniral focus of PUP Extension Prograrm.
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T it Toai3.0 i A rtsete

Chapter 2
THE UNIVERSITY EXTENSION
ORGANIZATION

The University Research and Development Council (UREDCO)

The university Ressarch and Development Councll [UREDCO) i
consfituted to serve as a policy recommending body for the Unhversity
Research and Development [RLD] plans and programs, and the cleaaring
house of Ideas specifically In the pricdiy-seffing, Implementation and
evaluation of the R & D program of the unbeersity,

The UREDCO & headed by the University President, with the Vice
President for Research, Extension, Planning and Development (VPREPD) as
the Vice Chalr and the Direclors of the ressarch institutes, Chief of offices
and canters under the OVPREPD and the Dears of the Colleges and Branch
and/ar Campus Directors as Mamibsars, It shall meet once a yeor and may
hold special mestings whean necassary. (See Chopter 3)

The University Extension Project Proposal Evaluation
Commitee (UEPPEC)

The University Extension Project Proposal Evaluction Committee
{UEFFEC) & on ad hoc commities that underfokes review of extansion
project proposals submitted for possible funding. The commitiee meefs
every quarter and holds special mestings whan necessary.

The Office of the Vice President for Research, Extension,
and Development (OVPRED)

The Office of the Vice President for Research, Bxtension, Planning
and Development [OVFREFPD) & the universty's lead unit In formulating.
implemanting and recommending policles, guidelines and progroms
relevant fo research and extension services. In addition, it s the overall in-
charge of planning, coosrdinafion, supenvision and management of arwy
research and extension-related wors/activities,

Fail

- The Vice Fresident for Research, Bdension, Planning and
Development (VPREPD] sholl dichaorge the following dutfies and
rasponsibilities: ¥

1. Assists the University President in the direction, supervision and
management of ol malters pertaining to ressarch, axtension,
planning and development policles;
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2. Coordinates the work of oll research, exiension, planning and
development Institutes and depaiments for  haomonlous

funcfioning;
3. Represants the University President in official and/for social functions,
as the cose maybe;
4. Recommends and Implements policles related o research,
extension, planning and
5. Submits regular reports to management and extemal bodies like
DBM, COA, CHED, C5C and others; and

4. Performs such other duties that the President may assign from time
o time.

The VPREPD is supported by the Assistant fo the Vice-President for
Research, Bxterslon, Planning and Development |AVPREFD) with the

following
1.

Assists the Vice President for Ressarch, Bdension, Planning
and Development in the direcfion, supenvision and
managemeant of ol matiers pertaining to research,
extension, planning and develiopment policies:

Coordinates the work of all 1o research, extension, planning
ond development departments for harmeanious functioning;

3. Represents the Vice President for Research, Extension,

o

Planning and Development in offidial and/or sockl
functicns, as the case maybe;

Recommends and Implaments policles related to reseorch,
entension, planning and development:

Recommends plans, programs, projects, and policles
relofive to ressarch planning ond  program/project
development fo the VP for Research, Exiension, Planning
and Development;

Assists In the implementation of policies on ressarch,
planning and development prograrms of the University:
Oversees the operation of the Research. Extension. Planning
and Davelopment office;

Submits regular reports fo the
mmmummmmmtfam
mwmmmmwmm

Extension Management Office (EMO)

Extension Management Office (EMO) takes charge primarlly on the
implementation of university exdension programs and activities. It gives
support functions to OVPREPD as It inffiotes, coordinates, montiors and

?
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evoluates the communlty oulreoch progroms and ressorch-bosed
exfension projects. EMO provides technical assistance to the facully from
different colleges/branches of the university In formulating extension
proposals. Bullding and securing Inkages with public/private organtzations
for extensive community capaciy building is also part of its core functions.
The office i headad by a Dirsctor, assisled by a chief for extension support
sarvices as well as monftoring and evaluation services.  Extansion
Coordinators (ECs) are ako dasignated under this office to render service
In support to extension and oulreach endeavours.,

The Bxtension Maonogement Office sholl ensure the system-wide
compllance of the exsting policies and ragulations regarding extension.
Thru s Centra's, the Office shall ensure that the University delivers well-
defined, concrate, benaficial, practical and relevant extension projects to
idantify communities that necessitole these programs.

Mereover, EMO shall endeavour to inculcate culture of sharing,
ghving. and generosity through meaningful university-wide and system-wide
program amaong the faculty, students and administrative employees of the
University,

-« Extension Evaluofion and Monitoring Center (EEMC)

The Extension Evaluation and Monitoring Center (EEMC] as anofher
important compenent of EMO shall be Incharge of the supervision of
approved university/branch extension activities by keeping track on the
preject development, menitoring Hs efficlency and evaluating the extent
te which the project k able to recliee its general objectives. it shall also
provide feedbacks and suggestions for the improvement of the
impiemented community and research-based estension progroms and
guidelines for the planning of future extension projects.

The EEMC specifically functions fo:

a. Conduct extension evaluation

b. Monitor the Implementation of the approved infemal and
extemal extension projects

c. Conduct extension program diseminalion [national ond
infemational conferences)

dl. Provide secrefariat support to the University Extension Evaiuation
Committee (UEEC)
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FOLTTECHING BNIVEESITY OF THE PHIIPRNEL

&. Faciitate application for Institutional Extersion Grants

f. Provide cssktance to extenslon workers in ferms of documentary
and/for formal  requirements and:

g.wauﬁaiammcdmwhmwmmwmw.

Extension Support Cener {ESC)

The Extension Support Center [ESC) is a component of EMO which

serves as the universiy's main pliar of exdension services. It s directy
responsibie for (1] developing and Implementing the university extension
program; (2) coordinafing the college/branch extension acthities; (3}
developing porinesship and collaborafion with indusiry: and  [4]
conducting extension- related acthviiles. This is composed of a chief,

axtension coordinators, and adminisirative statf. Moreover, the Extenslon
Support Center (ESC) malnly organizes community development frainings,
serrinars  and  workshops  through the  shared  expertse of the
interdisciplinary group.

Specifically, Extension Support Center [ESC) functions fo:

a. Forge extension linkages ond parinership with the community,
public and private institutions.

b. Conduct copablity-bulding activities such as seminars and
workshops

c. Coordinate with the Research Manogement Office (RMO) as fo
reseqrch-based needs asesment of communities and research
utility/commercialization. identification of expertise, efc.:

d. Faciitate/application/proposal for extension projects:

e, Provide fund sourcing sarvices, and

f. Provide ofher support services.

F
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Chaopter 3
THE UNIVERSITY EXTENSION PROCESS, PROPOSAL

AND EVALUATION

Higher Education Insfifutions are mandated to render extension
I sarvice hand in hand with Instruction, research and production. This s In
recognifion of the vilal role of the colleges and universifies play in the
development of communifies, especially the undemserved and the
deprassed,

The Bdension Project Propasal Evaluation Committes (EPPEC) Lk
composed of five (5] members nameby:

. Chicilr: The Vice President for Research, Extension, Planning
and Development
Vice-Chair:  The Director of Extension Management Office
Marmiers: The Chief of the Exiension Evaluation and Maonitoring
Caniar
Two (2] Focully experts In Technology Transher/
— Caommunity Davelopmant

Propasals that have safisfaciorly met the EPPEC stondards based
on the approved criferka will be endorsed by the Director to the OVPREFD
for University tunding.

Cail for Extenslon Proposals

OVPREPD thru the EMO shail encourage and invite foculty and staff
. from colleges/branches 1o submil research proposals for possiie funding
through call for papers In university publications, PUP website and other

means. Call for Bxtension Project Proposals starts on the 1# quarter of the
year,

Researchers must hove ther proposals evaluated first. at the
college/branch levels for possible endorssment fo the EMO. The EMO shall
post acceptance of research proposals online through the officlal PUP
website under the OVPREPD link and sand an acceptance letter to the
afficial emall address of the proponent.

The project proponent/s kfare required fo submit the research
propasal following the prescribed format (See Appendix _ - PUP Extension
Project Froposal Format]. EMO will conduct inffial technical evaluation of
the submitted proposals based on the prescribed format before ifs
andorsement to the EPPEC. If found not in complionce with the prescribed
format, the proposal will be retumed to the proponent/s.

12
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The proponent shall prepare the proposal and submit the same fo
mw Mnag:;nﬁamm (EMOY) For evaluotion, The proposal shall
andorsemant fram the Chair and the Dean of
Diractor of the Branch. R s

mmmmmmmmmmm
found in the appendices; o

* A copy of action research cufput as basls for extansion
program

* A comprehensive assessment report and poraphemalia,

el sirvey questionnaire

Line tem Budget

Consent from the target baneficiarias

Location map of the project die ;

Copy of MOU/MOA with pariners and sponsors, IF any

Review ond Evaluation

All propesals of Colleges/Branches seeking for funding from eifher local
-~ extension funds or from extemal sources (external funding institutions) shall
adopt the following flow which s shown in Fg. 1.

a. The proponent shall prepare the proposal and submit the some
fo the Extension Management Office (EMO) for evaluation. The
proposal shall include andosement from the Chair and the
Daan of the College and/er Dirsctor of the Branch,

e The coverletter shauld address fo the University President
thru the Vice President for Research, Extersion, Flanning
. and Development and fhe Vice President fom Finance.

b. The Exension Manogement Office thru the Extension Evaluation
and Monltoring Center shall evaluate the submitted proposal
and send nofice of evaluation to the proponents/s,

C. l;.;“r.‘.hhl' of the Bdension Evaluafion and Menitoring Center

lead the committee in evalualing and endorsing proposal

to the Director of EMO otherwise, refum the propesal fo the

proponent together with the comments’
suggestions/recommandations.

o Extersion Project Propasal shall only be endarse fo the
Director, - when alf the MECEsSOny
commentsfsuggestionsfrecommendationrs  complled
and/for included in the proposal,

o /5
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d. The EEMC shall ensdore fhe proposal to the Director. The

Director will endorse the evaluated proposal to the Office of the
Vice President for Research, Bdenson, Planning and
Development (OVPREPD) for recommending approval.

o The proposol endorsed by the EMO to the OVFREFD
might also be retumed fo the EMC, if the the proposal
hos mert but needs improvement, the VP for REPD shall
refumn the proposal back to EMO and EMO to College
{with proper communication). (if necessary)

. After all the comments/suggestions on the proposal fWih mesit

have been addressed, the proponent shall submit the proposal
o the EMO and EMO fo the OVPREPD.

. The OVPREPD shall endorse the proposal to theOffice of the

Vice Prasident for Finance for the approval of the request for
funding of the proposal of the College andyfor Branch.

o The EMO shall notify the project proponent and/for the
College/Branch Heod when the proposal b already
bean forworded to the OVF for the approval of the
funding.

The EMO-EEMC shall monitor the status of the nequest for funding
and nofify the: project proponent and/or College/Branch.

14
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= Alter thi Appecvol ond i
- A el
- 1o VPR, BMO
,’i.-"' i'f L el st e il :
Evaluation of the Bxtension Project § #5150 b-----=====---so=n-
Proposal ; e Thal i R e g
“wre. % !« EMO Deoctormight request for
b ' riecmssary albachersnt, i
i. 'L' ‘_ﬂ 1 bsabcrg Tha :
gy ! endomsment of ineproposdl
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The EEMC Chief sholl endorse the  § 157
EPP to the EMO Director e L R R T ,
“ore, Y ! e OVPREPDmighirequasifar
¥ oy, mecemay oflochment :
4\} +“g. decumanis) sugges! bafiora 1
= 1 the endorsement of ihe H
LA P e VPP 1
~ i
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OVPREPD shall enderse vl
the EPP to the VPF for Approval ‘.. _____________
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] o IPF shall bl o the
1 EALD S eagrenterming separ al :
'4, ,L' 1 e ooty 1
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EMO shall moniter [
the: EPP for ihelr Fund and inform i :
the concemed Collegas/Branches da
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L r
4_ } T
|r _:"F
implementation of the Bdenslon.  § |77
Froject of the Colleges/Branches | !
Fgure 1.
Extermion Project Proposal Evaluation Frocess
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COMPUTER ENGINEERING DEPARTMENT

POLYFECHMNC UNPVERSATY OF TISE PHILIFAINES

Funding S5ources

In view of the CHED Memeorandurm Order No. 20, 5. 2011 enfitled as
“Policies and Guidelines for the Use of income, Special Trust Fund and
of Receipts and Expenditures of the State Universfies and
Colleges {SUCs)". a budget allocation (10% of the tuition fees) for exdension
senvices shall be used for Instructional materials necessary for effective
technology transfer of research outpuls to the community, skills fralning In
velihood relative 1o the research output, honorara of fralners underiaking
ﬂnmﬁmwmmmmmmhmmhmnwmmmﬂv.ml.
training and seminar of extension services personnel, frainers’ indusiny
immersion program, wages of confract of servica personnel other sefvices
mm.wmmhummhmmmmd
. extension services which includes alfemalive leaming system {cutreach
program), skils fraining, ond deveiopment In consorfium with lor:ul
gmmtmﬁ:hvahhgﬂ;mmrmmmdwﬂwwﬂmdmm
activities may lkewka be Included In the budgedt for this function. However,
MWMMMMMMMNani
{mﬂldimimﬂonfaasmwr&cﬁmdahuvﬂtmmm
hvohhghmwmrﬁadmchmHMMMMwurwor
~— locaity in which the SUC k located.
Hence, with the aim o expand community exdension programs i provides,
the universty highly considers extemal funding and/or cost-sharing
Mmmmmromtummmmm
Thus, the BExtenslon Management Office (EMO) continuously emerts
ricsdrnurn effert in invitihg muiti-secioral groups to be project colloborators
in order fo achieve sustainable development.

As Indicated in the Roadmap of Higher Educafion Reform Agenda
. (HERA), 2011-2014 which Involves upgrading leading SUCs fo Intemational
standards, Grantsin-Ald for Ressarch, Development, Extension & clearly
stated wherein the identifled RDE Centers shall be eligible for grants for the
conduct of basc and applied, inferdisciplinary research oimed at
intellectual property generation in thel known field(s) of excellence and on
mmmm:wmwmnaﬂmmmmﬂgn
counterparisfregional or area pariners and oct as maljor linkage fo
Mﬂwummmm\wmﬂmﬂuuh
aducation and training environments for researchers, GlAs shall also be
made avaboble o capable public colleges and universities for Extension
programs  that are almed of development /adaptafion/ransfar DI‘
technologles for enhancing productivity and quality of ife. improving social
sanvices, and promofing environmental protection, climate change
mitigation and disaster risk reduction.

4 The following are categories of University Extension Based on Fund
Sources Terms of Support:
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«+  Universily-Funded Extension

It shali be exiension projects that shall have basan incorporated in |
the budget proposals for the year, The University Extension shall pass the
University screaning committea for funding purposes. The exdension project
shall be inlfiated by the colleges ond compusas (or the combination of
both], or even the Extension Management Office (EMO). To be eligible for
drect Unhversity funding, the extension proponents shall submit to the
Bxtension Proposal Evaluation Committes (EPEC) the extension proposals
on the first week of December of the year prior to the preparation of the
budget proposal for the nexi year. The octual funding for the approved
project proposals shall be provided in the foliowing flscal year. All funds for

.. the exension projects shall be sublact to the Univerity Accounting and
Auditing Policy.

s Extemnally Funded, University-Supporied Extension

The Extension Support Center (ESC) shall look for outdde funding
agencles to fund exdension projects. In such cases, the project proposal
shall be prepored by the proponent/s and submit # for review and
evalyation to the Extension Proposal Evalugtion Committea (EPEC) for
MWWMMMMMMthwI
through the Vice Fresident for Research, Bxension. Planning and
Development [VPREPD). A Memorandum of Agreement between the
partles concemed shall be executed for this purposs.

« Commissioned Engoged Exiension

. The University and outside funding agencies shall forge tles on
axtension projects deemad nacessary for the rehabllitation, reconsiruction,
sustainabliity, and continuous improvemeant of a parflcular community
whene the University expertise shall be required. Commissioned/directed
focutty/staff, along with EMO, shall prepare the necessary proposal and
sibmit It 1o the BExdersion Proposol Evaluation Committee (EPEC) for
evaleaiion ond recommendation to both commissioning Institutions. If the
project s supported by funds coming from eifher or both agencles, the fund
shad be kept by the Office of the Vice President for Research Extension, and
Development [OVPREFD] Foundofion for purposes of sofekeeping. The
fund management shall be subject lo accounting ond auditing rules. A
MDA shall ba sadied by both parfies concemed. It shall be tha EMO's
responsiblity to see it that the requirements set by the external funding
agency i met bafore the University President endorses the project.,

17
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Criteria for Funding Pricrifizafion

1] The extension program/project shall be within the priority creas as
stated on R & O Agenda and Extension Project Propasal.

2] The extension program/project shall exhibit technical feasibility.

3] The proponentfs shall manifest copabiity to cony out the
program/project.

4} The program/project shal exhibit the urgency and Importance of
the informatien/fechnology that shall be disseminated to the target
areq.

" 5) The progrom/project shall show pracicability of fimetabie and
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Chopter 4
EXTENSION PROJECT IMPLEMENTATION,
MONITORING AND COMPLETION

Flanning and Implemeniciion Process

The Extension Monogement Office (EMO) through the Bxension
Suppert Center (ESC] ks Incharge of fhe extension programs and projects
In coardinalion with Ressarch Management Office (RMO).

The planning and implementation of extension projects are usually

underiakenwith the involved foculty experis and even students concemed

. from the colleges, branches or campuses, offices and departments that will
render voluniary senvice,

The following must be considered In the formulation of an BExenson
Prograrm Plan:
A. Clear and measurable objectives
B. Focus on needs of the farget audience
C. Ust of activitles relevant fo achieving the staling objectives
0. Outiine of inputs and resources (funding, staff. poriners)
required for the program
E. Chear plan fof implementation — when, where, how and fo
whom
F. Plan for evaluation

Setting plonning ond Implemantafion shall be Infiated after the
extersion coordinators identifled the needs of the target beneflcianes of
. the extension project. The needs assessment ks the starting point of the
project implementation which Involves odentafion and coordinafion
meetings with the involved communities. MOU signing between the local
officials of the concemed community and the University Officlals will be
organized 1o formally execule the exdension activilles,

38
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Monifioring and Evaluation of Extension Projects

The Extenslon Managerment Office [EMO), In collaboration with the
concemead colleges/branches, will coordinate with the barangays and
partner institutions on thelr concems about the Implementation of the

Monitoring and evaluation of ongoing ond completed exdension
projects shall be imporfant teols to ensure that resources invested o such
projects shall be used efficiently and affectively. Evaluation activities shall
be included at the vardous phases In fhe design ond implementation, os
wall as the completion of a project funded by extemal or local sourcas.
Evaluation activities shall be organized at the varous phases of a project,
namedy: i

+ Before Implemeniafion — 1o identify and define a potential
project and apprabe its lkely results. This shall require the
identification of a problem that the project shall alm to
dlleviate and on assessment of the envilenment whera the

project shall be Implemented.

* During Implemeniation - fo monitor project activities as they
are being iImplementad or at least to moke perodic checks
that implementation & coverdng plonned activities,
Monitoring shall Include fisld evaluation, agency In-house
revienws, and integrated reviews.
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—
IFOLYTECHEED WMIVERSITY OF THE PELIFFED
= After iImplamentafion — to demonsirate that the objectives
of the prolect have been achieved a5 plonned or fo verify
whether the project led to the expected impoct on the
pacple who were to banafit from it.
The Bxension Evaluation and Monitorng Center (EEMC] shall
prepare an asesment study affer the implementation of the project. The
result shall halp the university improve the delivery of Its extension programs.
Tha following Guide Questions can be considered in conducting
the evaluotion and monttoring of Bxdension Projects:
EXTENSION FROGRAM EVALUATION TEMPLATE
. Cikcams | Dued | Gsaomca | Sidency Hactonsu imood | Bmoineblly |
Do the Ik the profect | o what esdhent doss What A faane
obfectivesond | culversd in o tha irdfarvenilion IEpoensd o O fasring
ool match fimaly and achigve i T of e [y
the probiems coz- abfectives? what oroect? This the
oF neaas fhal el e are (e suppofive iy include Infanvandion &
ane bing R it iorm and inlended and complatedd
oddremed ¥ [ ] wunintendad
encounteed dutng o gngl
fhe mplementotiond mogfive
— effects,
After taking Into consderafion the guldelines In conducting
Maniftering and Evaluation, outcome and impact indicators shall be used
to measure the guantity and quality of the results achieved through the
provision of project goods and services. This is in consonance with the goal
of gevemment to ensure that progroms or projects that cater the needs of
the people will give an impact that k equitable to all Alpincs.
. Freparing and Submitting Reporis
Extension Project Proposal Leod ﬁumﬁfﬁupci leader are
required fo submit reporfs during implementation and before the
completion of the project.
During the Implementation of the Project
1. Progress Report
2. Fnanclal Report of the Fund Released
3. Iniflal Data [ any)
Before the Termination of the Project
1, Terminol Report
2. FAnanclal Reports of All Funds released
3. Five (5) coples of ihe completed extension praject including the
mﬁwmumnmhtmrdunﬂmﬂmpﬁas
_.o-|\
A0
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4, Fve |5) coples of tha complated extension project in hard and
soft coples i

5. Cwahmmmmmmmotmemmm
any) in hard and soft coples

41
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IEPLEDIC O Ll FIipge
-y POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
OFfice of the Vice President for Rescarch, Extension, Pla tning and Development
EXTENSION MANAGEMENT OFFICE
1 POLICIES AND GUIDELINES ON EXTENSION PROGRAMS
]
3 Rationale
4
5 The Extension Management office (EMO), as the Lead unlt of Polytechnle University of the
g 6 Philippines [PUP) in formulating and implementing of the extension policies, guidelines and
7 programs in line with the existing policies in the Commission on Higher Education [CHED),
] LENIEID 1 UL Ter St po oo e il daving wseinns syoert senvices U0 jis taroer
9 reciplents and immediate come unitles. Hence, the mission to empawer cltizenry for sustainzble
10 development andeo - institutivnalize civil society engagement which specifically includes: (a)
11 engaging social issues in both discourse and practice; (5] embedding a good social conseience (n the
12 sectors of PUP; {c) expanding cxtension and community involvernent; (4] expanding academic and
13 Institutional linkages, and; (&) redefining our involvement in LG1"s and their communities are
14  hereby by carried out.
15
16 EMO has arrlved at similar specific objectives in erder to fulfill its mission to formulate
17  appropriate quality extension services through commumity needs identification, project
18  preparation and implementation, deliver greater access to education, anddigical information by
19 making full use of vital resources and technologies throught the intervention of the extension
20 project delivery units..
21
22 Section 1. PLANNIXG OF A EXTENSION PROGRAMS/PROJECT
23
24 1.1. A college/branch may implement andfor conduet an extension program,/project
5 either Individually or In partnership with other local, national and/or nternational
6 public andfor private offices.
7
28 1.2 Each college/branch should be able to maintaln one extension program/project
29 gither collaboratively or independent They may have more programs provided
30 that it can be sustained.
3l
31 Section Z. SUBMISSION OF EXTENSION PROJECT PROPOSAL
33
EL 7.1 Call, The Office of the Vice President for Research, Extension, and Development
— 35 through the Extension Management (Office (EMO) will send out an announcement
i for the submission of Extension Project Proposal every [anuary of ¢ach year. The
37 deadline of submission is every last Friday of March each year.
a8
39 22 Proposal, The proponent shall prepare the propo:al and submit the same ta the
40 Extension Management Office (EMO] for evaluation, The proposal shall Include
4 endorsement from tha chair and the dean of the college and/or director of the
a2 branch. The cover letter should address to the President through the Viee
43 President for Research, Extension and Developmont and the Vice President for
44 Finance,
45
46  Section 3. EXTENSION PROJECT PROPOSAL TEMPLATE
a7
a8 All proposals of colleges /branches sesking for funding from either local extension fund or
43 from external sources [external funding institutions] shall edopt the following format:
50
51 PART | - PROJECT SUMMARY
52
53 A TITLE. Thiz ls the name of the extension propasal. [t describes the caverage of the
54 project in simple and clear terms. [
55 B. IMPLEMENTER. Thix refers to the school, d, institute, or orgarization that will
56 implement the project
—
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81
az

34
85

ar
ag

PROJECT TEAM, This portion enumerates the nones of the prafect leader, edditional
team members, and preject contributers. Corresponding with the names are the areas
of specializetion.

TARGET GROUP, This refers to the specific sector [n the community whe will directly
benafit fram the outcomes of the prafect,

COOPERATING AGENCIES. This refers to public or private Institutions, , that will be
invalved in the profect elther a5 partners or SponsH

TIMEFRAME. This refers to the durction of the program.

FINANCIAL REQUIREMENT. This is the estimoted or projected expenditures for all
the activities af the project

IMPACT STATEMENT. )¢ explains the impact of the project to the target beneficiaries
and the society, in general. The impoce should be consistent with the priority areas of
tha University Wide Extension Agendy,

SUMMARY, [t describes it brief the operation, management and evaluation of the
prajfect. it also explains the scope of the project in ferms af beneficialley,
practicability/feasibiline and necessite

PART Il - PROJECT DETAILS

A

BACKGROUND AND JUSTIFICATION. This refers te the overview of the program
discussing the factors that led te the conceptualization of the project. [t explains and
enumerates the problems identified through the wse of actlon research, baseline
data gathered from surveys and other research oriented mechanisms which the
program im plementer hopes ta salve through relevant intervention,

SPECIFIC DBJECTIVES. This refers to the objectives that the project intends to
accomplish.

PROJECT COMPONENTS AND EXPECTED OUTCOMES. This refers to a set of
activities and the corresponding outcomes that ave specifically expected to
accomplish one or two of the project abjectlves. The propanent may also include
here the averall structure of the project. LINE ITEM BUDGET. This pertains to the
general expense related to the project. See Sample below: (Budgec items may vary
from one praject to another}

o BUDEETATER: 500, . PAGTICULARE e
1, Operating Cost

1.1 Supplies

1.2 Commanicatian
13 Doscumsentation
14 Bbc, ) —

Expanse
2.1 Fare
2.2 Foexl Expenss
[23Ec
| 3. 0Ochars .
[EOEALBUBGETE

EVALUATION PLAN. This refers to the impact sssessment plan that will be
implemented in order to determing whether or not the objectives and impact of the
project are accomplished. This may be in a form of survey, verilied interviews, etc.
Sew below for sample motris: (The molrix may vary depending on the project and/or
method of assessment. ) i

2, Travel Costs and Pood 3 R e s |
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Section 5,

Section 4. OTHER DOCUMENTARY REQUIREMENTS

All proposals of colleges/branches seaking for funding from elther local extension
funds or from external sources [external funding insttutons) shall submit with
attechment the following documentary reguirements:

+1 A copy of actlon research output as basis for extension program

4.2 A comprehensive assessment report and paraphernalia, e, survey

guestionnaire
4.3 Cansent from the target beneficlaries
4.4 Location map of the project site

4.5 Copy of MOU/MOA with parmers and sponsors, if any

4.f Armong othars

PROPOSALS

EVALUATION TOOLS/FORMAT FOR THE SUBMITTED EXTENSION PROJECT

The exension rgmn.l'pm]n:t shall be within the |

priarity areas as stated on B & O Agenda and Extension | i,
Project Proposal | b Uil
| 2. Helevance of the project to pamtdoalar needs  and B
| consraints_of the mrget commuonities/heneflciaries. i
3. Understanding of the isases asd resolis ol tse poods Bt
azspssmnenk
' 4, Clurity of mathodalogy and project ohjectives agaimst Bpee.
1 ___extension project goals.
1 5 Clerity of week plen and specficprojectactivicles |  Spes [ P
6. The extensian project REnerates T
Information/knowledpe [strategies/practices) foc the Tpes
| grewth of the partner co Ity bemeficdary. |
| 7. The program/project shall exhibit the argency and |
| imporance of the Infonmationtechnology that shall be Tpex |
| disseminated to the target area heraTy i
I A The project emhances the delivery of any or 2 the |
I Function of the Instinution - instruction, ressarch, Tpee
| extension, and production, ) s
| 9, The project |peludis mechasism for sesminabiling, s
| sall an raplication for greater comenunizy Impact, |
|10 Partner community benefidaries engagement strategy. Spce s ]
L 11. Visibilty and sastainabillty Sicategy Spes.
12, Salf-wvaluation amd parformsasee monitoring  system fpee. |
| B with wall-defined indigatars, i ]
13. Partnership & networking strategy with government Gpte. |

agencies and other C50s.
RO MG EN T i)

T Faculty andfor Officisls with nended competencies

[expertise snd experience] are assigned or made dpte
A available to the extensdion praject activiy.
2, Adexuate cHanterpart resowrces are provided bo ensure Ipts. i
efficient and sffective projectimplementation. : .,__|
3. A comprehensive workplam inclusive of timefine, Spts |
monitnring and evalustien indicators ara submithed. P
L. _ Theling itam cost s clesr and pastifled. apes. e |
2, The project ensures fransparent, scosantable and Ipts.
respomsible use of hinds, S M T
3, The line [em costs speciled in the bodget proposal shall Ipts
{ he reasonabde and allowable, i
| 4, The ldentified line Icem cost 2re relevant or appropriate Ipts.

13 Lnpandid eanenson acvity.
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121 Section 6, QUALIFYING SCORE
112
113 The Extension Project Proposal submitted by the colleges/branches which
124 undergone evaluation must earn at least 65 points to qualify for funding from local
125 extension fund.
126
127 The qualifying seore for external funding source will depend on the
128 evaluation criterla reguired by the respective external funding institutions.
128
130 Section 7. WHO ARE ELIGIELE TO SUBMIT EXTENSION PROJECT PROFDSAL
131
13z The following eollege/branch officials are eligible to submit andfor lead as
133 Extension Project Leader:
134
135 1. Deans/directors and for program chairperson are eligible o submit andfor lead
136 the Extension Project Proposal of the college/branch seeking for funding fram
137 either local extenzlon fund or from external sources [external funding
138 institutions]; and
139
140 2. Regular (Full-time] faculty member of the college /branch duly appuiited by the
141 deans/director as the college/branch extenslon coordinator,
142
143  Section 6. CLIENTELE/ TARGET BENEFICIARIES
144
145 All proposals of collegefbranch seeking for funding from either local
146 extension funds or from external souwrces (external funding institutions] shall
147 benefit the partner barangays (Sta. Mega and Pandacan) with existing Memorandum
148 of Understanding {MOLU] with PUP thru OVPREFD-EMO:
149
150  Section 7. SUEMISSION OF PROGRESS/TERMINAL REPORT
151
152 Approved and funded collegef/branch extension project proposal shall
153 submit progress/terminal report to the OVPRED through EMO not [ater than the
154 first Friday of December each year.
155
156  Section B. HUDMGET ALLOCATION FOR FISCAL YEAR FOR EPP
157
158 The collega/branch fund for extension project activity to be utilized for the
154 figeal year will be based an the approved budgetary allocation for extension projects
160 per year and duly approved by the Executive Committes and the Board of Regents.
161
162 Section 9, FACULTY EXTENSION SERVICE PROVIDER INCENTIVES
162
164 Faculty membars who zre invalved in extengion activities are entitled for an
165 allowance based on existing policies of the University and subject to availability of
164 Unbversity funds.
167 [n cases where the payment of allowance ls not possible, the faculty
163 members are entitled to one day service credit for every eight hours of service.
169
170 Only services rendered after office hours or during rest days and holldays
171 shall be entitled to the aforementioned privileges.
172
173 Claims for allowance or service credit shall require the approval of the
174 University President through the joint recommendation of the Vice-President for
175 Resparch, Extension and Development, Vice President for Administration and
e Finsnea  ae  sndaresd nf the Director for FExtonsion Management  Office,
{
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. Aegublic of the Philippines
¢ POLYTECHNIC UNIVERSITY OF THE PHILIPPINES

el #  Office of the Viee President for Rescarch, Extension, Planning and Development

EXTENSION MANAGEMENT OFFICE

Section 14,

Section 11.

REPEALING CLAUSE

This set of Guidelines repeals all droulars and memoransda that are not consistent
herewith

EFFECTIVITY

Effective immediately wpon approval of the Board of Regents.

Comments/Suggestions /Recommendations:
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1 IMPLEMENTING GUIDELINES FOR

z GAWAD SUHAY NG KOMUNIDAD:

3 OUTSTANDING EXTENSION PROJECT AWARD

4

5 Section 1.0 Rationale and Ohjectives

&

) Extension Program/Project is one of the four major functions of the higher

8 education institution.

- [n line with the present Administrations thrust to Institutionalized Civil Society
10 Engagernent and Involved Extension Service Program, the Office of the Vies
11 President for Research, Extemsion, and Development thru the Extension
12 Management Office  have been actvely conducting extension
i3 programs projects, particularly the transfer of technology /expertise that will
14 contribute to the attzinment of the vision of PUP Administration to all the
15 Barangay that surrounds the Sintang Paaralan,

16 There is ongoing award and recognition program for Outstanding
17 Achievement in Extension aptly: Gawad Suhay ng Komunidad - Outstanding
18 Extension Project Award This award shall be given by the University to
18 outstanding extension works/projects undertaken by any members of the
0 faculty.
b1
12 The proposed GAWAD SUHAY NG KOMUNIDAD-Outstanding Extension
13 Project will be the first recognition program for Extension to be establish in
24 the PUP.
25
26 The ohjectives of the proposed Gawad Suhay Award.:
7 = Recognize and reward both the implemnenter and the college for their
2B Ouestanding Extension Program/Project;
9 * Encourage to conduct of Extension work that s relevant and
30 responsive to the neads of the community and society as a whole; and
3 * Promoces appreciation of the importance of the extension functions in
32 POP.
33
34 Section 2.0 Eligibility
a5
ETS 2.1 The neminee must he submitted, evaluated and approved for implementation
ar by the university through the OVPREPD-EMO and must be duly endorsed by
38 the Dean of the College and/or Director of Branches and Campuses.
2o
a0 2.2 The extension project implemented from 2016 up to 2017,
41
42 Section 3.0 Disqualification
43
44 3.1 No extension program,/project which has not been submitted, evaluated and
a5 approved by the OVPRED-EMO shall be nominated for the award,
46
47  Section 4.0 Mechanics
a8
g 4.1 Call for Submission. The Vice President for Research, Extension, and
50 Development through the Extension Management Office (EMO) will zend out
51 an announcement calling for nominations every MAY each year, The deadline
52 of nomination is every first Friday of JUNE each year.
— f’ﬂ
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4.2 Origin af Nominations. MNominations shall come from the academic
departments of the University, Endorsement shall be submitted hy the
extension project leader to the Office of the Vice President for Research,
Extension, and Development through the Extension Management Office. No
self nomination is allowed. The immediate supervisor (Le, department chair,
college dean, branch / campus director] shall endorse nomination form.

4.3 Documentary Requirements. The following documentary requirements must
accompany the nemination form:

431 Duly accomplished nomination form

43.2 Endorsement letter from the Dean / Director

4.3.3 Extension Project Portfolio

43.4 Others Supporting Documents (Certificates, MOU/MOA, Pictures,
Artendance, Evaluation and Output/Outcome])

Section 5.0 Criteria

Entries shall be evaluated on the basis of the following criteria:

e T PP R TR B e
Impact on  professionfelients - gemaration |
krinwledpge /methndologles that have significant contribution ta the |
professian, Lmpact study of extension program,project that will trusly 30pts i
astess the usefulness of the program,/project ar cllents’ perspective )
on the usefulness/impact of the project/program to the cammunity
| or EYpet grovps

Exrenslunﬂutputmnt:nrne—Tnmpcminwmamulmmpmthlcu |
| ar the mial number of people that had been served In the acthity.

The tangible and intanglble products that result from projec Jdpes.
sctivities, The benefits that a project or intervention is designed ta

deliver. |
Tha praject enhances the delivery of any or all the fanction of the 20pts.

{agtimtion - instrustion, research, extension and production.

| Effectiveness - use ond adopton of program/project outputs in
| regional and national extension peograms and policies, significant 20pes

contributian to rural develapmant inchuding gander-related imsues
TR T A R L T

Section 8.0 Qualifying Score

To ensure the (ntegrity and quality of the award, floor score shall be strictly
implemented. Only those who obtained 2 total score of 70 points shall be
qualified as winner.

Section 9.0 Evaluation Process

0.1 An Evaluation Committes will be constituted to evaluate the nomninees for each
category by the Vice President for Research, Extension, and Development. The
committee shall be composed of a Chairman [Director, Extension Management
Office (EMO]], Co-Chair (Chief of the Extension Evaluation and Monitoring)
and three [3) other members [ extension coordinator and coming from other
university])
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a0 4.2 The Extension Support Center of EMO shall serve as the Secretariat of Gawad
91 Suhay ng Kemunidad.
a2 .3 All nominations, with complete dogumentary requirements, will be forwarded
93 to the Evaluation Committee.
94
95 9.4 The Evaluation Committee is expected to conclude their evaluation within one
96 {1} month upen receipt of the documents.
ar
48 &5 The Evaluation Commiteee shall decide as a collegial body. A summary of
L] scores duly signed by all the members must ha submitted to the Secretariat.
100
m 0.6 The dacision of the Evaluation Committee chall be final and irmeversible.
102
103 9.7 The decision of the Evaluation Committes will be forwarded for endorsemant
104 and approval to the Executive Committee.
105
106 Section 10,0 Incentive Award
107
108 The Gawad Subay ng Komunidad Awardee shall receive the following:
[First Place P30,000,00, Plaque and Certiflcate
’Emnd Place F20,000.00, Plague and Certificate |
| Third Place P10,000.00, Plague and Certificate |
104 Finalists can re-apply for the award in the succeeding year and thereafter.
110
111 Section 11.0 Repealing Clause
112 This set of Guidelines repeals all circulars and memoranda that are not
113 consistent herewith.

114  Section 12,0 Effectivity
115

116 Effective immediately upon approval of the Executive Committes.
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Coordination meeting in University Extension Manual
Prudente Conference Room
January 12, 2017 at 3:00 a.m.
L Attendansce: EMO officials and University Extension Manuval Committee (please see attached file)
5 1L, Highlights of the Meeting

o5 T AGENDA HIGHLIGHTS PR AGREEMENTS
“Review of the University Extension Manual | Comments/ Suggestions/ Recommendationson | 1. Dr. Junithemer D. Rosales supgested that the
Paolicies & Guidelines of Extension Programs second paragraph of the rationale should imbed
the definition of program so that there will be a |
distinction

» For Part II. Project Details under letter D-
Evaluation Plan. it should be Project |
Menitoring and Evaluation Plan

~» Section § @ Evaloadon toals/ formar for the
submitted extension  project proposals, the |
wiordings need ll‘.l,r;-éllllltl

# Bec9 Faculty Extension Scrvice Prowider
Incentives, she said that the billing for branch is |

e eV different from the main camgus |

2. Prof. Rolando Quinones said that the schedule
of data collecdon for periodic monitoring aims
tor shiow the calendar of activities such as actual
visit among trainors, tainees, oral & written
interviews, sample ourputs that show the
impact of the program on the lives of the |
trainees. |

T Ainor Bns MG Sorath Wing FUP A Mabisi Campas Asn s Soet, St Mets, Minis
[Trunk Lirm| 135-1737 (Lozal] 176 , websive: waswpun sdyph e mal emo@pan.edu.ph
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[ Review of the University Extension Manual | Comments/ Suggestions/ Recommendations on s
| Policies & Guidelines of Extension Programs

. Dr, Anna Ruby Gapasin suggested that after

Prof. Emijdio Gepilla suggested that the copy
of MOU/MOA shall be provided by EMO and
duly notarized

Service Provider Incentives shall be presented in
matrix forms.

the rationale definition of terms/ plossary
should be included |
Sec.7 - should be transferred to proposed sec2 |
Sec.§ clientele/ target beneficiaries was moved
o Sec.3

 Prof, Rebecca Palma recoramended to apply &

diagramatic  flow chart on the Extension :
Proposal Evalution Process

Satellite campuses should be used instead of
cAmpuses

The term Extension as defined in the unm.mrj,-
should be operational

Dr. Rul M. Bueza suppested that an pchrct ct |
details another section be added, letter D - Line | .
item budget

Satellite campuses should be used instead nl'l
CAMPUSES |
Present a matrix on activities and ourcomes of |

proposals

3% flaor Anom 0% Sauth Wisg PUP & Mabin] Campus. Ancnas Soest, Sta. Mess, Mania
[Trunk Lire] 335-1777 [Localy 176 wetsite; wans.pup educh — o-mal eme@oupedu ph
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| T e | - — e — el e o
Revicw of the University Extengion Manual | Comments/ Suggestions/ Recommendations on | 7. Dr. Rosemaribeth Dizon said that the other |
| | Policies & Guidelings of Extension Programs | documentary  requircments should  duly |

| notarized |

| | % Sech OQualifying score, she suggested that |
| paints given should be specific for external |
fundingsoutes.
| | . DrEvangelina Senl suggested thar the approved |
| | | and funded college/ branch extension project |
proposal shall submit progress/ terminal report |
| to the OVPRED thru EMO not later than the
| [ | last day of Noveraber, 30 days after the terminal |
| | rport. A i
9. Dr. Marissa Femes proposed that the |
| erm® extentionist” should be called for faculty |
| | member involved in extension activities . |
| % That, the incentives be done in matrix. Ideatfy
| who will receive the incentives like extetionist, |
regular  faculty,  part time  faculty,
__ administration designess. |
10, Dr. Micolas T. Mallari recommended 1o
provide a separate  evaluation emplate 2
monitoring remplate
» That, the allowance and Service credit must be
separated  in giving of incentives to Facualty |
members incluoding Part-time and Study Leave. |
+ Remove the Monetary Award which is c/o by |
Research

34 Braq Riponmn 308 Seurh Wing PUP A Rdabinl Camps Anatas Sreet $8a. Mesa, Mards
{Frani Ling] 3351777 [Local] 176 s wibake wew puzedygh  e-mel csoipupadupt
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Coordination mesting in Undversity Extensios MMamai
Prudmie Conference Rooen
Jammary 12, 3007 at 800 am,

1. Adtendance: EMO offidals and University Extensiom Ml Commimes (please soe sitacted file}

[1. Highlights of the Mecting
= T AGENDA i | T HIGHLIGHTS
[ Review of the University Egteasion Mansal | Coments” Sugestions Recommendutians an
Puolicies & Guidelines of Exsension Programs

i Fizar Baarm K6 et W FUP & lekabind Dampn Baorud iees, T ke, Vass
o Lirm] SP-IFTY Qacal] L6 - wotnits. rwmdems pb -l ool pa ks b
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AGREEMENTS B

"1, Dr. Junithemer O, Fesales s.paesmd ki che I

secand paragraph of the raticsale showld imbed
the definition of program so that thene will be 4
distinceion

# For Part [ Project Detils snder lemer -
Evaluation Flan, it showld be Pruject |
Momitoring and Evaluacion Plan

# Goctiom § @ Evaluaton soolss formar for the |
submiteed  exi Project  propesals, ghe |
wardmgs zeed el

 Secf Faculty Ewtension Service Provider |
&m!ldl‘tnﬂeunﬁbltlh.cblullgﬁ‘ubuxhu

 from the main campis

EYAL _ Tt
1. Praf. Rolasda Owinones sald that the schedule |

of data collection. for periodic munitoring aims |
b sharw the calendis of activities such & actual
visit among trainors, taiseds, ol & wriden |
interviews, sample ostputs thar shoee the |
impact of the pmgm on the lives of the
irainess.
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[Tivice of the University Exiension Masual | Comenenes/ Suggestions/ Recomesendations on "_I__J-_'E"I'l_'f_l‘}l'h]ﬂh Gepilla supgesned thal the copry

Policies & CQuideline of Exsesssan Programs

POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
COMPUTER ENGINEERING DEPARTMENT

of MOU/MOA shall by provided by EMO and
duly niMarized

Service Provider ncentives shall e peescaced in
mairix firms.

D, Asma Ruby Gapasin suggested that abe |
the rationale definidon of bermss  glicsarny |

should be included

S 7 - should be iransferved o proposed see.Z

Sec & dienteles tanpet beneliciaries was mnved
A See.d

1 e Paews 3590 St g P A, Wsbind e Rageus Srerl $a M, Mand
[P i 105 L77T floos KTE: wetbe: s il #mud snolioupac. h

“THE COUNTRY'S 1® POLYTECHNCL™

" Feul, Rebecca Palma recommended b ipply 4 |

diagramacic  flow ochart on the Extension
Proposal Evalugion Provess

Suielliee  casnpues shoold be nsed instrad of
canyses

The trem Extension s defimed in the university
should be cperaticaal

. De. Rufo N Bueza sugpesinl that ca propect

details ancither section be added, lester [V - Line
et budpet
Sarellite campuses should be used jstead of

campEEs
Present a mamrix on activites and owtoonas of
prupisals
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| Rewiew of the Usiverity Eatension Mangal | Comments/ Suggestions/ Recommenditionscn | 7, Dr, Rosemaribes Dison said that the  aier |
- . " N - . rﬂ‘

| Policies & Ciubdelines of Extension Prograss docefestiny  requirements  should a:m: [

notarized |

= Secd Qmalifring score, sbe suggrsted thar |
| paimis given should be specific fr exbemal
H il | fnding source Tt
4. Dy Evangelina Seril suggrsted that the appraved |
and Mesded college branch exension projec:
pruposal shall subsnit progresss terminal repoi |
t the OVWPRED thru EMIO not later than the |
last dary af Movember, 30 days after the seyeinal |

| — 1 e extestiong” should be called for feculry
1 | mesber imvalved in exension acivites .
| »  Thar, the iscenfives be done in masrix. Kensify
who will receive the incmives like exteriosis,
segular faculty, pam ime  faoy,
A=) T =X i R S e | __ aimisiumiemdetigoes.
0. v, Micolas T. Mallari recommesded 1w |
provide & sparate evaluatios  emplate 2 |
. momisoring template |
[ # That, the slieance and Service credit must be |
| | separated  in giving of incentves o Gaculry |
memiers including Part-ome and Shidy Leawe.
+ Remave the Monetary Award which is oo by
Rrsvarch
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Review of (e University Extenson Manmal -._Enmmrnm.':;{u.mes-ﬁnny-ﬁzmﬁlinlmsan e
| | Palicies & Cisidelines of Extension Programes

I e My 1 ezt Wing PP AL Rabind Taman sremas Yol Vi VS, M
[Track Ling | 135 LPTF (Loaf| 176 webeke: paempupadapt ot cresiipupeda ph
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[T 1L Assoc. Prof. Zamdso T. Estells sappested o |

include accountability mstead of sanctian
Revised the EMO puide for preparing terminal
FEPIN EXDERsiON activity report io:
Executive Summany

A, Background

B. Ohjectives

©, Presestational the Implementston of

the Progects
0, Adtachements (Docusnentations, Plorure

project He suggested that University fadlities
ol e msed hur a letier be given  waive for
Teee uibilizaning smol & Slectricity and venue

He abso suggested o Inesgrae the CHED
mema, S platfoems in other major areas of |
conoern of exbension prograns

Provide am organizagonal chams soructaral
cham for chapter 2 University Exbemsiom
Organization and also mchude glosary of terme

The Call for Extenssion Proposal shousld be
presenied by membering

Include puidelines for funders or par

with other agencies

Flanming a=d Implemenagion Process in
chapter 4 must be insered or mansfered in

chapter 3
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| questions the relevance and efficiency

% Chapetr 5- include the word Accovntability in |

! | __ the tide,

There being no other matters to discuss, the meeting was adjouned at 4:00 p.m.

Prepargd by 9 i’
Asspd Prof. Ester T. £h
Chief, Extension Sup T

Tanuary 12, 2018
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MEMORANDUM No. 2, 52018

TO:  Dr. Junithesmer D, Rosales- Co- Chairman
Dy, Wicolas T. Mallari- Member
Dr. Evangelina 5. Seril- Member
Dr. Anna Ruby P, Gapasin- Member
Dr. Samjay P. Claudio - Memlber
Dir. Rofo M. Beenza - Member
. Rosemaribeth R Dizon- Member
D, Marissa B, Ferrer- Member
Prof. Rebecca Palma- Member
Assac, Prof. Zandro T. Estella- hember
Diean Lincoln Bautista Member
Prof. Roland Quinones Member
Asst. Prof. Randy 1. Sagus- Secretarial
Assor. Prof. Ester T. Dizon- Secretariat
Aset, Prof, Segundina Miclat- Secretariat
Prof, Edna Lavadia- Secretarial
Prof. Emejidio Gepilla Secretariat

FROM: Dr. su}‘ric. AMBAG

Direccn, Extension Management Office
DATE: Newember 27, 2017
NOTICE OF MEETING

Date:  February 15, 2018
Tiene: 9200 a.m.- 3:00 p.m.
Vepme: D Ofelia Carague Conference Rocm
20 Flpor, South Wing, FUP Main Building

University Extension Agenda

I. Guidelines for Extension Proposal
3. Guidelines for Gawad Subay
3. (hler matters

Maoted by:

Dr. JOSHPI MERCALND

Vice President for Rcs:carch.kﬁg:nsinn and Development

) VA riflgor moses 308 Scuth Wing PUP & Mabisi Campuy Anonas Sreet, Sba, piesa, Marill
[Truns Lire] 335-1777 fLacalh 176 ; wehsbe: winrs pepeduph e sl mma@pupadspn
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" Upon odon of Ragent baasi .
RS
GOARD RESOLUTION NO. 741, SERIES OF 2010

andPUP Staegc Pn 200 2014
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