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Ropasshc of the Philpaanes
POLYTECHNIC UNIVERSITY OF THE PHILIPMINES

OFFICEOF THE PRESIDENT

MEMORANDUM ORDER
No. 39, Series of 2016

TOo

¢ ALL CONCERNED

SUBJECT: POLICIES AND GUIDELINES ON THE USE OF UNIVERSITY

DATE

FACILITIES

3 December 12, 2016

In accordamce with the decision made by the PUP Board of Regents in its

150 Regular Meeting, the following policies and guxielines are formulated and
prescribed:

1
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Prograuns and Jor actvities organized by PUP, its faculty, administrative
employess and students [eg activities related to sports religion, culture,
educatuan, faculty / staff development ete,) are 1o be priaritized ;

. Programs and for activities for maore than five {5) conscecutive days shall be

approvedd by the Universty President, If the requesting party is an outssder
{non-PUPan), a Memorandum of Agreement (MOA) shall be entered into
with the University;

Academic actuvities are only allowed from Monday to Saturday, 7:30 a.m.
to 720 pm

It shall be understood that academic actwvities pertain o curvicular
actuvities organized by the Colleges and/or Departments only. Curnculas

activities refer 1o activities, programs and/or learning experiences
which are course /subject requirements.

. Free use of Universaty facilities shall be granted for:

&. curricular actvitaes,

b, other activities related 0o Accreditatian (Opening and  Exit
Conference], Freshmen Onentason, University Foundation,
Anniversary Celebration of Colleges, Convocations, Seminars and
Trainings sponsoced by the University Administration and its
legitimate units; and

. =uch other events/activites as may be determined fapprovedd by the
University Presicdent.

All moome-generating or fund-rausing activities shall be subject to the
payment of applicable assesament fees;

Fayment for the use of the university facilittes by the student councils and
student pubdications may be made chargeable from thesr accounts im the
Universaty provided there s sufficient fund available. Otherwise, payment
shall be made directly ta the Fund Management Office [FMO);
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7. The University has the might to cancel the approve application due to
circumstances beyond its control;
a In case of cancellation, the person-in-charge shall immediately
notify the client of the cancellatnon of his/her reservation:
b If the cancellation is due o the fault of the cliens, the amount pecd
shall be forfeited in favar of the University;
c. f the cancellation is due to the fault of the University, the client has
the option to reschedule the activity or to ask for refund the amaount
P
d. I the cancellation s due o fortuitous events, the University shall
re-negotiate with the client.

&. Special events (e.g photo shoot, commercial shooting] are allowed on
Sundays only;

9. The University may refuse admission of any persan for justifiable cause =
10. Chients shall abide by the rules and regulations of the University;

11, Clients must mamtain cleanliness and orderliness dunng the use of the
University facilitics. In case of damage in any part of the facility/ies,
including its eguipment, due to their improper uae, clients are to be held
accountable f sabie;

12, Any vwlation of the University rules and regulations on the use of
lacilities shall be subject to appropriate penslty fies and sancuon /s

PROCEDURE FOR RESERVATION

Applicants shall:

L. Submit a request letter addressed to the Persun-in-Charge at least five |5)
warking days prior 1o the intended date;

2. Bring approved request letter to the Resource Generation Office {ROO| and
socure RGO Form 1. Present the letter with the attached form to the
Campus Development and Maintenance Office {CDMO) for the assessment
of the energy foe and go back ta RGO far the assessment of the rental fee:
Gncdly see the attached RGO Form 1 and CDDMO Energy Fee Computation)

In case the person-in-charge is also the COMO Directar, the latter shall
Getermine i the requested venue is avadable mn the intended date and
assess the electricaty fee if applicable. The proceed to RGO for the
assessment of rental feo;

3. Secure a Referral Slip from RGO upon assessment,

4. Present the Referral Shp to the Accounting Office and secure order of
payment. RGO shall not waive the rental fee except anly upon the approval
of the University President or Executive Vioe Pressdent;

5. Pay the assessed fees 10 the Cashier's Office:
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G, Have the Ofciel Recetpt propersly marked with an RGO stamp and duly
signed by the Director or his representative. Morcover, the applcant must
have the details of payment be recorded by the RGO personnel for
MOoMtonng purposcs;

-l

Proceed to the office of the person-m-charge and present the RGO-stamped
OR and copy of the RGO Farm to confirm the rescrvation:

8. Provide the Secunity Office a copy of the RGO Farm 1.

EFFECTIVITY

These polictes and guidelines shall take offect immedaately,

(Sgd.) ENMANUEL C. DE GQUZMAN, PhD
Presudent
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A. GYMNASIUM

« Laboratory Manual

Rules and Reqgulations

1. Students should wear thae proper uniform and an indoor,
non-marking rubber shoes in the Gym, ‘

2. Food and drinks are not allowed inside the Gym. )

3. Only students with schedulad Physical education classes

Can enter the gym. Spectators/observers who wish to

enter have to ask the permission &f the Physical

Education teacher/instructor in charge.

f:g 4. All equipment used must be properly accounted for and |
\.33' returned to the utliity room for safekeeping, |
ey 5. For varsity practices, the team can use the gym only :
t": during scheduled practices. ‘
‘v. 6. Presence of the tralncr/codch of the varsity team is 2 |
’f' requirement during practices. ‘
t‘ 7. It i= the coach's/treinor's/advisers responsibility to

obsarve the proper use of the area.

8. Maintain deanliness at times.
|
= Operation Manual ;
' |

' 1. The gymis r;pén é:OO am = 12:00 pm and 1:00 pm |
l - 8:00 pm, Monday.- Saturday. However [hie!
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B. LAWN TENNIS COURT

* Laboratory Manusl
Rules and Regulation
and administrative offidals of the University,

arrivail,

3. Use of tennis court is strictly on a first served basls.

attire (short, t-shirt & rubber shoes).

P.E. classsas.

5

program of the University.

tennis court,

« Operation Manual

1. The Tennis Court &5 cpen 8:00 am - 12:00 p

and, 1:00._ pm - §:_'nn pm, Monday — Frida

However the training of our Unlversity Athlete:

will always be given top pricrity.

(02) 8713 5968 | dcoe_chair@gmail.com
RM322 CEA BLDG. NDC COMPOUND,
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5. Physical Education classes have the pricrity to use

6. Observe  strictly that. Tuesday and Thursday

7. Observe strictly deadlines and orgerliness inside the

1. Tennis caurt |Is open 1o all bonafide faculty students |

2, Players are to register to the court attendant upon

4. Players ara requested 1o wear the praper tennis |

the tennis courts. No one is ollowed to play during

aftemoon, 4:30-5:00 is reserved for Physical Flitness _

m

Y
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* Laboratory Manual
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and administrative officlals of the University,

arrival,

attire {short, t-shirt & rubber shoes).

1. Tennis court i= apen to sl bonafide faculty students

4. Players are requestaed o wear the proper tennis

2. Players are to register to the court attendant umon ;

3. Use of tennis court is strictly on 3 first served basis.

: - S. Physical-Education classes have the priority to use |
| l the tennis courts. No one is allowed te play during |
d !
? P.E, classes, '

|
6. Observe ' strictly that, Tuesday and Thursday |

l raerncan, 4:30-6:00 is reserved for Physical Fitness |
| l; ' program of tha Unilversity. !
. 7. DObserve strictly deadlines and ordertiness Inside the

' : tennis court. :
.

i
1 |

L « Operation Manual |

1. The Tennis Court Is open &:00 am - 12:00 om

I and, 1;00 pm 5:00 pm, Monday - Friday.
1 However the treining of ogur University Athletes
Ly will alweays be given top priorty.

I
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—

,not be allowed.

activity.

Reservation Form.

orgenization, scademic or non-academic.

6. The Vice-President for Finance

approval of request.

3. The Tennis Court Is excluslve for sports related

Court for tournaments and other svents on

exclusive or non-exclusiva shall secure & Eacility

S. The request shall be endorsed by VPAA
activitles sponsored by various colleges and
faculty organizations; VPA for activity sponsored

o

by various pdministrative

2. Activities irequiring the use of the service racility '

for.more than five (S) days (except sports) snal!

4. Those who want to svall the use of the Tennis

for

organizations and request from the owutslders;

VPSS for activities sponsored by various studcnti

I make the|

7. Tennis Court rate, Student and Facuity Php 50.00|

per person at daytima, Php 100.00 per person a:i

nighttime. due to tha use of lights. Case-to-case|

basis for Amateur and Professional games.

|

8. Putting-up of streamers and other paraphernalia

have to o< deared with the office Operations.

{
9, Dameaged: fo any part of the venue or parts of]

any- aquipment/facility shall be paid for by mel

client.
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-
-—

l

10, Cleoanliness must be maintained in all areas of |
the service fadiity and shall vocate the same In
an orderly, sanitary and ongina! conditicn,

11. The PUP authority is not flable for any lost of |
belonging during activities/events inside. '

12, Strictly "No Smoking”® Inside the venue (RA
$211 tobacco regulation act of 2003). |

13. Alcohelic drinks like beer, wine and -:\:F.E"
intoxkatlng beverages Incducding guns, deadl','i
weapons: and |llegal drugs are strictly prohibited)
Insida the venue

1'4. Persons caught stealing, breaking or;

vandalizing the proparties and aquipment of F'U"i

will be tumover the 'PUP Security Unit for furthe '
investigatdon and then to the nearest Policg
Statlon for proper dispasition.

1%. Spitng, gambling, littering persons under th
"'inrluence bf lliquor are strictly prohibited inside th
venue.

16. The University may refuse admission of any

|
person to the service facilities for justifiable
I

cause, i

150 3001:2015 CERTIFIED
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.. l C. SWIMMING POOL

= Laboratory Manual

X Rules and Regulations

Swimming Pool users should: |

-

L R R
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» |-

8.

9.

—

|

|

Present ID to the lecker attendant or Swimming Pool
Pass efore praceeding to the dressing room,
Not be suffering from a éommunimhle diseasa. |

Alveays wear bathing suit or trunk (caps included for|

men and women).

Take a shower and use feotbath before swimming.
Enter the p-aol only when an Instructor or lifeguard is)
l

_ i
MNot run around or push others when In the shower c-rl

around.

Not spit or blow their nosa in the pool.

on deck.

Not bring alooholic drinks In the swimming pool area.

10, MNot be on street shoes around the pool area,

Not eat in the swirnming pool ares, z
!
I
|

11. Get out of the pool In case of lightning and|

thunderstorm,

Operation Manual '

i

1. The Swimming Pool Is open 8:00 am - 12:00 pm

Y

N

and 1:00 pm - 5:00 pm, Monday - Frid

150 3001:2015 CERTIFIED
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5.

——
Howeaver the training of our University Athletes

will always be glven top pricrity.

2. Activities requiring the use of the service facility

for more than five (5) days (except sports) shatl

not be allowed,

3. The Swimming Poal Is exclusive for sports related

activity.

4. Those who want to avail the use of the Swimming

|

Pool Af.o-' toumaments and other events on
exclusive or non-exciusive shall secure a Facility
Reer-fatton Form. .

The request shail be endorsed by VPAA for
activites sponsorad by various colleges and
faculty organizations; VPA for activity sponsored
Ly vanous administrative offices and
crgonizotions and request from the outsiders:
VPSS for activities sponsored by various student

arganizstion, academic or non-academic.

6. The Vice-Fresident for Finance shall meake the

approval of requess.

7. Swimming Pool rate; Student 50 per person, Non-

student 100 per person regardiess of numbers of
bours and case-to-case basis for Amateur and

Professional games.

8. Putting-up 'of streamears and other paraphernalia

(02) 8713 5968 | dcoe_chair@gmail.com

RM322 CEA BLDG. NDC COMPOUND,
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have to be deared with the office Operations.
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11, The PUP authyrity Is not liable for any lost of|

9. Damaged to any part of the venue or pars r::-'|
any equipment/facility shall be pald for by (h.-L'
client.

10. Cleanliness must be maintained in all areas :;ri
the service racility and shall vacate the same in|

an orderly, sanitary end criuinal condition. ,

belonglng during activities/avents insige.

12. Strictiy "No Smoking” Inside the venue (RA
9211 tobacco regulatica act of 2003).

13. Alcerclic drinks like beer, wine and other
Intoxicating beverasges Incduging guns, -:eaow:
wieapons and Ikegal drugs are strictly Drohlhlrf.‘fl:
inside the venue

" ‘ 2 |
14. Persons caught stealing, breaking or

vandalizing the properties and equipment of PUR

will be turmnaover the PUP Security Unit for furthen
|
investigation and then to the nearest Policd

Station for proper disposition, '
15. Spitting, gambling, littering persons under the
infivence of liguor are strictly prohibited Inside the
venua, ,
16. The University may refuse admission of a-".%

person to the service facilities for Justifiatie

l

cause,

ey
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et
|

D. TRACK ovaL

* Laboratory Manual ‘

Rules and Regulation:

< b e vt § |
1. Students should wear the proger uniform and

rubber shoes in the Track oval,

2. Food and drinks are not allowed st the cval.

3. Oniy students with scheduled Physical eduecation
i
classes ¢an enter the aval. Spectatorsfobsarverd

who wish to enter have ta ask the permission of
'

the Physical Education teacher/instructor |

= - Lad

charge.

4. All equipment usad during classes like starting

blocks, hurdles, Jumping and throwing should ba
|
supervise by coaches / trainors must be proper ,’

l

returned Lo the equipment area after using,

For varsity practices, the team cen use the oval

a

dt'nrino scheduled practices.
6. Presenca of the trainor/coach of the varsity tr:an‘]
Is & requirement during practices, |
7. It Is the coach's/traines's/adviser's responsibility

to chserve the praper use of the area. ’

l
|
o

8. Maintaln cleanliness at times.
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ety
e —
s\";—' ) —
.%3 ¥
42 * Operation Manual |

1. The Track oval is open 6:00 am - 12:00 pm and l
1:00 pm - 6:00 pm, Monday - Saturday,
Howaver the trzining of our University Athletes .

will always ba given top priority.

ervice facility

for more than five (5) days (except sports) shal
not be aliowed, :
3. The Track oval is exdusive for sports related

activity and for big events.

| b“ 4, Those who want to avail the use of the Track oval j
' "i for toumaments and other events on excusive or |

'r“ non-éxcusive shall sacure a Facliity Reservation |
B Form, |

5. The request shall be endorsed by VPAA for

| ' activities sponsored by various colleges and ,
I l faculty organizations; VPA tor activity sponsored :
oy varous administrative offices and |
| . |
oroanl;atlcns and request from the nutf.irh-r'-.;;
, l VPSS for activities sponsored by various sluuunti
I orgenization, academic or non-academic. ;
‘ d 6. Tﬁc Vice-President for Finance shall make t!'n:-!
' approval of request.
i l 7. Track oval rates Php 2,000.00 per hour da',-'tirnr:;
3,000,000 per nour at nlgh:tlm;: due to the use cF
| l ights

(02) 8713 5968 | dcoe_chair@gmail.com
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(Used for Physical activities of students )

l PUP TRACK AND FIELD OVAL

2 |
(02) 8713 5968 | dcoe_chair@gmail.com (< IV/T:
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PUP GYMNASIUM
(Before)
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PUP GYMNASIUM GROUND BREAKING
CEREMONY
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PUP GYMNASIUM PROPOSED |
PLAN

I (rendered outcome for the gymnasium)
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< SWIMMING POOL

« Labaratory Manwual

Kules and Requiations
Swimming Pool users shouid!
1. Fresex 1D W the ocker tendant or Swimrning Pood
Fais Before proceedng to the dressing room
2. Not be suffenng frorm & communicabis Asnnse
3. Almays wenr Dathng sul of trunk {Caps Wauded for
men and wormees ).
4, Take & shower and use foatheth bhefore smimoing,
S. Ener the pooi only when an Instructor or Weguard s
aroang.
6. NOT S0It OF DIOW DN iy ot 10 the pool,
7. Not ron around of pusn ochess when In the shower of
on Seck,
B. Xot eatin e swimming pon ares
9. Mot brng Alcoholc 2inks 0 the SMMMIng ool e
L0, ROt O on strest shors roond the pool aea
13. Gt oyt of the poal In coe of fghtning ond

thundey=torm

« Operation Manuad

1. The Savwimming Podd & open 5:00 am 12:00 pm

and 1:00 om - %500 pm, Mondoy - Frichy

SWIMMING POOL MANUAL

(Used to discuss all about the information about laboratory
manual on the swimming pool)

(02) 8713 5968 | dcoe_chair@gmail.com
RM322 CEA BLDG. NDC COMPOUND, _
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SWIMMING POOL

Used for training, swimming lessons and
activities)
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SWIMMING POOL

(Used for training, swimming lessons and
activities)
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SWIMMING POOL

Used for training, swimming lessons and activities)
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L SASKETBALL COUN [OUTDOOR )

« LaSarmtory Mamusl

. Students SHCUKd wedr the roper uniform and rubDey

shoes in the Basketbaol court |
2. Only studercy with scheddnd Prysicnl scucation dessas '
can vt the Oper Beskataall court

Spectators/oimerwirs Wihe wish to enter Fave o ask the
permmisman of tha Phycical Educaton Teactwer nstructor
N carce

2. Al eguierant used must be propecty SOCOURERT for and
returneg bo the wL8ily 1oom for safekessing.

A, for varaky Dractices. the taam cd.) OSe he oot anily
hring SChaCuios praciices

§_ vesence of the trevo/coach of the vamiy leam is
requirement Junng Sralhoes.

S. It = the coach'Sflrainoe"s/oawiser’s resporclility o
oDSoYVe the gvuper ute of the wraa

7. Naitan daanldiness 26 1imoes.

« Operation Mamusd

1., The Geskeinad Court is cpan 8:00 am -~ 12:00 o
avd 1:00 pm «~ 500 p, Moenday - Saturcay

2. Astrilis raqureg ths ysse Oof Ches Seyvios FaoiRy
far moee then five (5] dass {except aporTs) shadl

rot De siOead

BASKETBALL COURT MANUAL

(Used to discuss all about the information about laboratory
and operation manual on the basketball court)

r‘I.-"-"‘-n.
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BASKETBALL COURT

(Used for basketball training and physical
| activities of students and athletes) l

— fr"'-'“
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BASKETBALL COURT

(Used for basketball training and physical
activities of students and athletes)

(02) 8713 5968 | dcoe_chair@gmail.com
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B. LAWN TENNIS COURT

« Laboratory Manuas

Bulcs and Segulation
1. Tennis cosat i 0pen 1o 28 bomafide faculty stucents
and pdmntistrative oGOl OF INe Unrseraly
. Mayers ane co registar o the cowrt aatendant upon
armvwey

3. Use of Wannis SoUT = SIctly on 3 Arst ssrved bosis

4, Fliyyers are reguested o walr The pPeooar Tendet
A0 (SNONE, e & rubber shoes)

. Phiysical Scucation Casses rave the priority o s
thes torws courts. No onw s alcwod o pldy Cunrg
P.E cotras,

. Dlisereye  stricthy that Tossaiay 2N Thursdoy
afternocn, 4:P0-6-00 s rasarved for Physical Floness
progremn of tha Univarsey

7. DGsarve AUty ceadiines and orgeriness inuse Ne

Lennts court

= Operation Mamual

, The Tonns Courm s open S:00 sm — 12:00 2o

and 1:00 pm - 500 pm, Morday Fioay.

Homever the trainiog of owe Ufistynty Athietes

ows Dw Qv Lop onanty

LAWN TENNIS MANUAL

(Used to discuss all about the information about laboratory
and operation manual on the Lawn tennis)

fll.-"-"\-n
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LAWN TENNIS
(Used for training of tennis player/athletes)

F/"'"‘\.
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f OPEN COURT
(Used for Physical activities such as volleyball/

" badminton)
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RM322 CEA BLDG. NDC COMPOUND,
ANONAS COR. PUREZA STREETS, STA. MESA, MANILA

e ey

150 3001:2015 CERTIFIED
CERTIFICATE MUMBER: SEPO0SE1 58



POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING
COMPUTER ENGINEERING DEPARTMENT

BULWAGANG BALAGTAS

(Use for Convocation, Seminars, Conferences, Graduation,
Cultural Presentation & Film Showing)
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BULWAGANG BALAGTAS

(Use for Convocation, Seminars, Conferences, Graduation,
Cultural Presentation & Film Showing)
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(Use for Convocation, Seminars, Conferences, Graduation,
Cultural Presentation & Film Showing)
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AMPHI THEATER
(Use for educational and cultural activities)
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(Use for religious activity)

. PUP INTERFAITH CHAPEL
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RM322 CEA BLDG. NDC COMPOUND,
ANONAS COR. PUREZA STREETS, STA. MESA, MANILA

O i

150 3001:2015 CERTIFIED
CERTIFICATE MUMBER: SEPO0SE1 58



POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
COLLEGE OF ENGINEERING
COMPUTER ENGINEERING DEPARTMENT

ek ii El":
T CWE )

CHARLIE DEL ROSANFIO BUILDING

(R

{8
.

CHARLIE DEL ROSARIO BUILDING

(Use for review classes, commercial film showing, educational,
seminar, political and other activities)

— fr"'-'“
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FREEDOM PARK
(Use for educational, cultural and sports activities)
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RN

CAL AVR

(Use for review classes, commercial film showing,
meetings, seminar and other activities)
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Accénture Room

(Use for seminar, meeting and conference)
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CLARO M. RECTO HALL

(Use for Convocation, Cultural Presentation, Educational,
Seminar, Conference & Film Showing)
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