
 

 

 

 

 

  



 

B.1 Educational Profile and Functions of academic administrators 

B..1.1 Dean/Director and 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 



 

 

  



 

  



 

  



 

  



 

  



 

 

  



 

  



 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 

  



 

 

  



 

 

  



 

  



 

  



 

  



 

  



 

  



 



 

B.1.2 Department Chair or his/her equivalent 

 

 

 

  



 

  



 

  



 

  



 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 

  



 

  



 

  



 

  



 

B.2 Evidence of participatory administration in college/institute 

  



 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

  



 

B.3 Dean’s supervisory program 

  



 

  



 

 



 



 

  



 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

C.1. Policies and guidelines on different aspects of student life 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

C.2 Evidence of student’s participation in planning and implementation of student activities 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  



 

 

  



 

  



 

 

  



 

  



 

C.3 Evidence of good working relationship among the administration, faculty, staff and 
students 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

  



 

 

 

 

 

 

 

 

 

 

 

A. Financial Management 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

D.1. Qualification of the head of FMO, including his/her qualifications 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

D.2. Guidelines in budget preparation 



 

D.3 Evidence of participation of academic unit in budget allocation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

D.4  Statement of Budget Priorities 

 



 

 



 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

D.5 Plantilla of administrative officer 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

E.1. Composition of the Supply Management Office, including their qualifications, 
functions and responsibilities 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

  



 

 

 

 

 

 

 

 

 

  

 

 

 

 

  

 

 

  

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 



 

E.2 Description of the system of supply management 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

  



 

  



 

  



 

 

 

  



 



 

  



 



 

  



 

 

 

 

 

 

  



 

  



 

 

 

 

 

 

 

  



 

  



 

  



 

 

 

  



 

  



 

  



 

  



 

  



 

 

 

  



 

 

 

  



 

 

  



 

 

 

 



 

  



 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

  



 

 

 

 

  



 

  



 

 

 

 

 

  



 

  



 

 

  



 

E.3 Composition and Function of the Bids and Awards Committee 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

  



 

  



 

 

  



 

 

  



 

  



 

 

 

  



 

 

  



 

  



 

E.4 Evidence of compliance to RA 9184 (Procurement of equipment, supplies and 
materials) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  



 

 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

E.5 Files copies annual inventories of serviceable and non-serviceable equipment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

  



 

  



 

  



 

 

 

 

  



 

  



 

 

 

 

 

 

  



 



 

F.1. Composition of the records Management Office, their qualifications and functions 

RECORDS MANAGEMENT AND ARCHIVING UNIT  

 

NAME POSITION QUALIFICATION FUNCTION 

1. Camaddo, 
Ma. Juliet 
G. 

Administrative 
Officer V 

• Bachelor’s 
Degree relevant 
to the job 

• 2 years of 
relevant 
experience 

• 8 hours of 
relevant training 

• Career Service 
(Professional/ 
Second Level) 
Eligibility 

• Receiving of various documents. 

• Generating of tracking numbers, and 
releasing of all types of documents in the 
Document Tracking System. 

• Recording of the documents in the logbook. 

• Supervises the processes and flows of the 
office. 

• Check and sign the DTRs of the staff in the 
office. 

• Check and sign the IPCRs of the staff in the 
office. 
 

2. Antonio, 
Rhea Ann 
P. 

Administrative 
Officer III 

• Bachelor’s 
Degree relevant 
to the job 

• 2 years of 
relevant 
experience 

• 8 hours of 
relevant trainings 

• Career Service 
(Professional/ 
Second Level) 
Eligibility 

• Receiving of various documents. 

• Generating of tracking numbers, and 
releasing of all types of documents in the 
Document Tracking System. 

• Recording of the documents in the logbook. 

• Supervises the processes and flows of 
archiving unit. 

3. Matillano, 
Raynamie 
Jean B.  

Administrative 
Officer I 

• Bachelor’s 

Degree relevant 

to the job 

• Career Service 
(Professional/ 
Second Level) 
Eligibility 

• Receiving of various documents during the 
absence of AO V and AO III. 

• Generating of tracking numbers, and 
releasing of all types of documents in the 
Document Tracking System during the 
absence of AO V and AO III. 

• Recording of the documents in the logbook. 

• Determining and scanning of documents that 
are qualified for archiving.  

• Digital Archiving in-charge. 

4. Sanchez, 
Maylen P. 

Administrative 
Officer I 

• Bachelor’s 
Degree relevant 
to the job 

• Career Service 
(Professional/ 

• Receiving of various documents. 

• Generating of tracking numbers, and 
releasing of all types of documents in the 
Document Tracking System. 

• Recording of the documents in the logbook. 



 

Second Level) 
Eligibility 

• Physical Archiving in-charge. 
 

5. Quiñanola, 
Riez 
Vernie R. 

Administrative 
Aide VI 

• Completion of 
two-year in 
college 

• Career Service 
(Sub-
Professional/ 
First Level) 
Eligibility 

• Receiving of various documents during the 
absence of AO V and AO III. 

• Generating of tracking numbers, and 
releasing of all types of documents in the 
Document Tracking System during the 
absence of AO V and AO III. 

• Recording of the documents in the logbook. 

• Determining and scanning of documents that 
are qualified for archiving. 

• Digital Archiving in-charge. 
 

6. Datucan B. 
Abaran 

Administrative 
Aide I 

• Must be able to 
read and write  

• Utility Worker 

• Messenger 
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F.2. Description of the management records in the institution 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

F. 3. Description of the system of maintaining the confidentiality and security of official 
records. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  



 

  



 

 
 

  



 

 

  



 

  



 

 
 

  



 

  



 

 
 

  



 

  



 

 
 

  



 



 

  



 

 

  



 

  



 

 
 

  



 

  



 

 
 
 
 
 

  



 

  



 

  



 

 
 
 
 

  



 

  



 

 

  



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  



 

 

  



 

 



 

  



 

  



 

  



 

 

 
 
 
 

  



 

  



 

 
 

  



 

  



 

 
 

  



 

 
 

  



 

  



 

  



 

 
 

  



 

  



 

 
 

  



 

  



 

 
 

  



 

  



 

 
 

  



 

  



 

 
 

  



 

  



 

 
 

  



 

  



 

 

  



 

 
 

  



 

  



 

  



 

  



 



 

  



 

 

 
 
 
 
 

  



 

  



 

 
 
 

  



 



 

F.4 Updated records/files identified under administration 

 
Minutes of the Board of Trustees 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 



 

 



 

 



 

 



 

 
 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 
 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

Minutes of the faculty meetings 



 

 

 

 

 



 

  



 

 



 

  



 

 

  



 

  



 

  



 

  



 

 



 

  



 

Faculty/ non-teaching personnel individual files 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 



 

Student directory 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 



 

Alumni directory 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Permanent records of students 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Annual reports 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Accomplishment/progress reports 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 



 

Scholarship records 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



 

 
 
 
 
 
 
 
 
 
 
 
 
 

  



 

  



 

 

  



 

 

  



 

Statistical data 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

  



 

 
 
 

  



 



 

  



 



 

Financial records of students 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Inventory of property 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  



 

G.1 Composition of the Planning Unit, including their functions 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 



 

 



 

 

 

 

 

 

G.2 Copy of the Development Plan, long term and short term 



 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

G.3 Evidence of participatory financial management



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

G.4 Description of Inter-office sharing resources (facilities and equipment) 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 



 



 

G.5 Copy of Personnel Performance Evaluation instrument 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

G.6 Evidence on the use of the Personnel Evaluation results to improve performance and delivery of services 

 



 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

G.7 Annual Reports 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


