DEPARTMENT/AGENCY;

DON HONORIO VENTURA STATE UNIVERSITY

1. Streamlining and process Improvement of Agency's Critical Services
TRAMSACTION COSTS INCURRED BY THE TRANSACTING
: PUBRLIC/CLIENT SUBSTANTIVE ;. NUMBER OF REQUIRED CLIENT/CITIZEN
- N Z OF SIGNATURES (6 TURNAROUND TIME (8
Hameefheraanil) urnher of Sepsiz) ' el b ANCE COST (55 | YDEROF SIBNATURES (61 DOCUMENTS(7) ME8) | saTiSFATION RESULTS (9)
FEES PAID {3}
; . FEES {4}
TARGET ACCOMPLISH TARGET ACCOMPLISHM | TARGET | ACCOMPLIS TARGET ACCOMPLIS TARGET ACCOMPLISH TARGET ACCOMPLISHM TARGET |ACCOMPLIS] TARGET |ACCOMPLIS
MENT ENT HMENT HMENT MENT ENT HMENT HMENT
Frontline Semws
1, COLLECTION-Tuition Fee {Graduate Program)
11 2 2 nfa nfa nfa nfa nfa nfa 1 1 1 1 1 minute | 30 seconds
. . . ; 3 Request. Farm{l. Request Form
issued by other | issued by other
offtces offices
& le | 2. A i
1.Collecting | 1.Collecting e .Acmumab . Geotmiiuple
Officar Officer Form No. 51 Form No. 51
3 : {Official Receipt)]{Official Receipt)
2. PAYMENT {issuance of check to payee)
3 { Issue 3 ( Issue
V?:ii;ir fz' 2 ::::::; o 1. Voucher 1. Voucher
2 - fﬁ;:" i 2. Check 2. Chack
} ‘nfa nfa nfa n/a nfa n/a 2 2 3. Official 3, Official 7 minutes | 3 minutes
Recelpt from { Receipt from - :
Receipt (Issued | Receipt (lssued
the payee 3.{the payee 3. by the payee! | by the payee)
issuance of | Issuance of WRARREY AR G
Check Check
1.1
Prepared by:

AGNES V. PE&W

Acting Cashier

5 BAKING,./'[J



user
Rectangle

user
Typewritten text
DON HONORIO VENTURA STATE UNIVERSITY

user
Line


DEPARTMENT/AGENCY: DON HONORIO VENTURA STATE UNIVERSITY
1. Streamlining and process Improvement of Agency's Critical Services

February 15, 2020
Date =

Chief Administrative Officer

Date

esident for Admin, and Finance

Date

ot 11

TRANSACTION COSTS INCURRED BY THE
TRANSACTING PUBLIC/CLIENT SUBSTANTIVE MUMBER OF NUMBER OF REQUIRED | TURNAROCUND TIME CLIENT/CITIZEN
Name of Services{1} Number of Steps(2)
FEES PAID (3) OTHER TRANSACTION COMPLIANCE COST {5) SIGNATURES (6) DOCUMENTS(7) (8} SATISFATION RESULTS (9}
FEES (4)
TARGET ACCOMPLIS TARGET ACCOMPLIS| TARGET | ACCOMPLIS TARGET ACCOMPLIS| TARGET |JACCOMPLIS TARGET ACCOMPLIS | TARGET |ACCOMPLIS] TARGET | ACCOMPLIS
HMENT HMENT HMENT HMENT HMENT HMENT HMENT HMENT

Frontline Services o

1. Issuance of Clearanc

Formerly, clearances were 4 2 nfa nfa nfa n/a n/a "n/a 1 0 1 4] 5 mins 1 min
{secured by the students

personally; otherwise, the

student needs to write an

authorfzation for others to

secure it for him/her. The one to

secura the clearance will have

to sigri on the Masterlist

preparad by the office and write

the OR No beside the signature.

Currently, the student just need to present his/her 1D then waoit for the clearance to be printed. For block sections, the clearances are afready pre-printed and may he secured by their
respective class presidents
Prebared t :“t pproval
, UINTU iS f , CPA A February 15, 2020 REYNA ICDAOC, Ph.D. February 15, 2020 7 BAKING Ed.D. February 15, 2020

Date
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Republic of the Philippines
DON HONORIO VENTURA STATE UNIVERSITY

Bacolor, Pampanga

DEPARTMENT/AGENCY: DON HONORIO VENTURA STATE UNIVERSITY
1. Streamlining and process Improvement of Agency's Critical Services

TRANSACTION COSTS INCURRED BY THE
SUBSTANTIVE MUMBER OF SIGNATURES NUMBER O 8]
Name of Services(1) Number of Steps(2) TRANSACTING PUBLIC/CLIENT # S REGUIRE TURNARQUND TIME {8) CLENT/CITIZEN
FEES PAID (3) OTHER TRANSACTION COMPLIANCE COST (5} (6) DOCUMENTS(?7} SATISFATION RESULTS (9}
FEES (4)
TARGET ACCOMPLIS TARGET ACCOMPLIS}] TARGET | ACCOMPLIS TARGET ACCOMPLIS TARGET ACCOMPLIS TARGET ACCOMPLIS TARGET ACCOMPLIS] TARGET | ACCOMPLIS
HMENT HMENT HMENT HMENT HMENT HMENT HMENT HMENT
IE Service
1. ENROLLMENT
A 5 ki
5 4 n/a nfa n/a n/a nfa nja 3 3 6 5 . \'\(;orkmg 4 \;‘0?‘ e
1.1. For new students dys £

1.TOR/F-137 |}-TOR/F-137
2.Transfer 2.Transfer
Credential ~ [Credential

1.5tudent 1Student  |3-Original Z.c?;':ig;\zilraf

2.Chairman/Ad |2.Chairman/a [G00d Moral P00 0

viser 3.Dean  |dviser 3.Dean 4.Two pleces | ™ \ I
pic‘ture 5. PSA Certificate
Birth i
Certificate Registration
6.Pre- Sarm
Registration
Form

5 3 n/a nfa n/a nfa n/a n/a 3 3 2 2 3 v:orkmg S dworklng
1.2. For old students ays ays

1.clearance L. Clearance

1.Stu‘dent 1.Smf£ent 5 e .

2"Cha"ma"’{ i 2'Fha"rm3”m registration  [registration

viser 3.Dean  |dviser 3.Dean Form b
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TRANSACTING PUBLIC/CLIENT SUBSTANTIVE NUMBER OF SIGNATURES NUMBER OF REQUIRED CLIENT/CITIZEN
Name of Services(1 Numhb f St 2 ST TURNAROCUND TIME (B
iesgial usitieratitepi FEES PAID (3) R LB L COMPLIANCE COST (5) (6) DOCUMENTS(7) ®) 1 camiseaTION RESULTS {9)
EEES.{4}
TARGET ACCOMPLIS TARGET ACCOMPLIS | TARGET ACCOMPLIS TARGET ACCOMPLIS TARGET ACCOMPLIS TARGET ACCOMPLIS TARGET ACCOMPLIS] TARGET | ACCOMPLIS
HMENT HMENT HMENT HMENT HMENT HMENT HMENT HMENT
IE 2 s >
2. TRANSCRIPT OF RECORD
2.1. TOR -Transcript of Records( 15 working | 7.5 working
4 4 110/page 110/page n/a nfa n/a nfa 3 3 5 5
records from 2012 downwards} /pag /pag / / / / days days
: irth
1psaBirth | LPSABIT
; Certificate
1. Prepared | Certificate
1. Prepared 2.Clearance
by 2.Clearance
by 2.Checked 3.Governme
2.Checked 3.Governmen
by nt lssued 1D
by tissued ID
3.University > . 4.Payment
i 3.University§ 4.Payment :
Registrar ] 3 Receipts
Registrar Receipts 5 2x2Picture
5.2x2Pictures |~ -
2.2. TOR -Transcript of Records{ 3working 11.5 working
4 4 110/page 110/page nfa nfa nfa nfa 3 3 3 &
records from 2013 anwards) /pag /pag / / / / days days
s [i7R50
1. Prepared |Certificate ;
1. Prepared 2.Clearance
by 2. Clearance
by 2.Checked 3.Governme
2.Checked |3.Governmen
by nt Issued ID
’ 5 by t issued 1D
3.University ’ . 4.Payment
i 3.University [4.Payment b
[Registrar : Receipts
[Reglstrar Receipts :
- 5.2x2Picture
5.2%2Pictures 5
2.3. TOR - Transcript of Records Iworking 1.5 working
3 3 n/a nfa n/a n/fa n/a nfa 3 3 3 3
(for New Graduates} / / / / / / days days
1. Prepared by |1, Prepared by .
3Checkedby  |2.Chackedby {0 oones. |1, Cearnce
o F 3 2.Reciepts 2.Reciepts
3.University 3. University h _
L ; 3.Pictures 3.Pictures
Repistrar Registrar




TRANSACTING PUBLIC/CLIENT

SUBSTANTIVE NUMBER OF SIGNATURES NUMBER OF REQUIRED CUENT/CITIZEN
N i £k Number of 5t 2 TURNAROGUND TIME (8
ams of Servicesll) Ynuerl: Stepsd) FEES PAID (3) KyHER TRN"(S}ACT'D” COMPLIANCE COST (5) (6) DOCUMENTS(7) ®) | saTisraTION RESULTS (9)
FEES (4
TARGET ACCOMPLIS TARGET ACCOMPLIS | TARGET | ACCOMPLIS TARGET ACCOMPLIS TARGET ACCOMPLIS TARGET ACCOMPLIS TARGET ACCOMPLIS| TARGET | ACCOMPLIS
HMENT HMENT HMENT HMENT HMENT HMENT HMENT HMENT
3. CERTIFICATIONS
3.1.Medium of Instruction
3.2.Certificate of Graduation
3.3.Certificate of Earned Units
3.4.Certificate of Enrolment 3working | 1.5 warking
3.5 Certificate of Grades 3 3 50/page 50/page nfa n/a nfa nfa 1 1 3 3 s e
3.5.Certificate of Communlative
Grade Point Average 3.6.Certificate
of Completed Academic
[Beauirerments TR
Certificate ;
o 1.PSA Birth
2.Governmen :
O Certificate
University University 3 ;a S 2.Governme
Registrar Registrar A nt Issued ID
Recelpts
3.Payment
4.Comprehen &
[ Receipts
sive Exam
Besit (for
3 workin, 1.5 workin,
4. AUTHENTICATION 3 3 50/set 50/set n/a nfa nfa A 1 . % 5 i g ik g
2 1.Documents |1.Document
to he s to be
2.1. Diploma 2.2.Transcript of . ) i y authenticated |authenticate
T Univarsity University
Records 2.3. Certification . . 2.Payment  |d 2.Payment
Registrar Registrar 3 1
2.4 Form-137 receipts receipts
3.Governmen |3.Governme
tissued ID ntissued ID
7 working |3.5 working
5. COURSE DESCRIPTION 3 3 50/page 50/page n/a n/fa n/a n/a 1 1 3 3 deys e
1.Transcript  |1.Transcript
of Record of Record
University | University j2.Payment |2.Payment
Registrar Registrar [receipts receipts
3.Governmen [3.Governme
tissued 1D ntissued ID




TRANSACTING PUBLIC/CLIENT

SUBSTANTIVE NUMBER OF SIGNATURES NUMBER OF REQUIRED CLIENT/CITIZEN
N f Services(1 N f St 2 TURNARCUND TIME (8
AR REARRC M TSt FEES PAID (3) OTHER TRANSACTION | compLIANCE COST (5) (6) DOCUMENTS(7) ®) | samisraTION ResULTS (9)
FEES {4)
TARGET ACCOMPLIS TARGET ACCOMPLIS{ TARGET | ACCOMPLIS TARGET ACCOMPLIS TARGET ACCOMPLIS TARGET ACCOMPLIS TARGET ACCOMPLIS| TARGET | ACCOMPLIS
HMENT HMENT HMENT HMENT HMENT HMENT HMENT HMENT
- CAV-Certification,

PO 7 workin, 3.5 workin
Authentication, 3 3 150/set 150/set n/a nfa nfa n/a 3 3 5 5 % &
T days days

Verification
1. Original 1. Original
TOR TOR
1. University |1. University] 2.Original 2.0riginal
Registrar Registrar Diploma Diploma
2.Chief 2.Chjef 3.Phatocopy |3.Photocopy
Administrativ | Administrati{ Tor/Diploma |Tor/Diploma
e Officer ve Officer [4.Governmen|4.Governme
3.Prepare by {3.Prepare by] tissuedID | ntissued D
5.Payment | 5.Payment
Receipts Receipts
7.ACADEMIC PROGRAM 3working | 1.5 working
2 2 100 100 nfa n/a n/a nfa 1 1 1 1
EVALUTION days days
iversit Universit 1. Student
Unl\r’erm ¥ niversity 1. Stidentib
Registrar Registrar 18]
8. TRANSFER e (L
WOrkin, L2 WOIKIn
CREDENTIALS/COPY OF 3 3 150/set 150/set n/a n/a nfa nfa 3 3 3 3 s B bo &
GRADES
4 SiesEHEd 1.PSA Birth | 1.PSABirth
1. Prepared | t;p Certificate { Certificate
by 2.Checked g 2.Clearance | 2.Clearance
2.Checked
by b 3.Governmen | 3.Governme
3.Unliversity _V : tissued ID | ntlissued ID
_ 3. University
Registrar 4.Payment | 4.Payment
Registrar : :
Receipts Receipts




PUBLIC/CLIENT

, SUBSTANTIVE COMPLIANCE MNUMBER OF REQUIRED CLIENT/CITIZEN SATISFATION
Name of Services(1 Number of Steps(2 NUMBER OF SIGNATURES (6 TURNARQUND TIME {8
@ ps2) FEES PAID (3) DHIERRANSALTION COST (5} (6) DOCUMENTS(7) @ RESULTS (9)
FEES (4)
TARGET {ACCOMPLI TARGET ACCOMPLISH TARGET | ACCOMPLI TARGET [ACCOMPLISH TARGET ACCOMPLISH TARGET ACCOMPLISH TARGET ACCOMPLISHMENT TARGET ACCOMPLISH
SHMENT MENT SHMENT MENT MENT MENT MENT
9. FORM-137
9.1. Form-137 {records e
2012 downwar;s] 4 4 119/page 110/page nfa nfa n/a n/a 3 3 4 4 15 \;*;n;smg 7.5 working days
1.PSA Birth 1.PSA Birth
Certificate Certificate
1. Prepared by{1. Prepared by 3 Ol ey
2.Checked by | 2.Checked b ; :
- A ¥ P i 3.Government | 3.Government
3.University { 3.University tssuni D tssued 1D
Registrar Registrar A Payment A Fepiant
Receipts Receipts
9.2. Form-137 { records 3 working
4 ; s
i 2013 bR wards) 4 110/page 110/page nfa nfa nfa nfa 3 3 3 3 o 1.5 working days
1.PSA Birth 1.PSA Birth
Certificate Certificate
1. Prepared by | L Pecpared by 2.Clearance | 2.Clearance
2.Checked by {2.Checked b i i
i ¥ Rl ¥ 3.Government | 3.Government
J.University  |3.University Jssued 1D ssaied 1D
Registrar Registrar A Pagmet 4 Payehent
Receipts Receipts
9.3. Form-137 (for New 3 ki
Graduites) ( 3 3 nfa n/a nfa nfa nfa nfa 3 3 3 3 “:;;smg 1.5 working days
il Sl 1. Clearance 1. Clearance
2.Checked by 2.Checked by 2 Rec.iepts 2 Reciepts
3.University 3.University t 3'P,aures 3'Pkwres
Registrar Registrar |7 ;

=

Prepared by:

Ee

ESTRELLA MATIC-FORD, M

UNIVERSITY REGISTRAR

Recommending Arrpoval

University Registrar

February 15, 2020

Date
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ANNEX 3A:
MODIFIED FORM A- DEPARTMENT/AGENCY PERFORMANCE REPORT

DON HONORIO VENTURA STATE UNIVERSITY
Cabambangan, Bacolor, Pampanga

DEPARTMENT/AGENCY: OFFICE OF ADMISSIONS
|. Streamlining and Process Improvement of the Agency’s Critical Services
TRANSACTION COSTS INCURRED
BY THE TRANSACTING
General University SUBSTANTIVE NUMBER NUMBER OF REQUIRED CLIENT/CITIZEN
Admission NUMBER{gF SIERS EES A‘:rl; BLIG/C L'ENLTHER COMPLIANCE COST OF SIGNATURES DOCUMENTS L R”"“Rg;’m’ TME SATISFACTION RESULTS
1) {5) (8) 1] ®
(3} TRANSACTION
FEES (4) g
TARGET | ACCOMPL | TAR- | ACCOM | TARGET | ACCOM | TARGET | ACCOMPL TARGET ACCOMPLISH TARGET | AGGOM-PLISH- TARGET ACCOMPLISH- TARGET ACCOMPLISH
ISHMENT GET PLISH- PLISH- ISH MENT MENT MENT MENT
MENT MENT MENT
“Frontiine Séﬁiﬁes L roe e e
Sevice 1 T T R
S : d - 1 . - Application
Student Application 3 nsych&r;.emlan 3 Psych{t;;mtrlclah Attt form 80% reduction of b Overall
Beginning 5 4 ala RA documents. -No L O customer
10931 implfcatio submissions of | ransacton witsin Transaction satisfactory
Student g I::W‘EOWPiEd Srliye within the day rating
ocuments
Service 2 1. Admission " o -
Application for : i Director 1. Shiftl 505 reduction of P sed Qverall
; p 2.P Chai . Shifting 23 roces
Shifting 2 2 na | A | NA Reduco o3 Deans | Reductonor Form ey | lessthanaday | oustomer
10931 | TP signatures Campus Director m;cequirad 2. Certified true P b and can satisfactory
: e | copy of grades A tyx sgmm“emde::'t rating
I, g o
Service 3 1. Application
3 (2} form
Incomlng -N? 50% reduction of p,(:gg:{’m Overall
Transferee RA Reduce to 2 1. Evaluator submissions of fmamiig Hine, within the day customer
3 3 nla ot 2. Profiling - photocopied and complate the 4 ;
10931 Hgnapires 2. Psychometrician Rafz”:?‘:"d“f documents transaction within an "‘"j‘“: sat»sfgctory
mﬂmm 2. Admissio 13 procest o rating
Pl & ST] ssion enrollment
. p
e
Service 4 @ 1. Application
form 100%
Reiurnee 1. Bvaluat -No S0F% raduction of Frocessed Cverall
RA Reduce ta 3 : = tiors of fons of | (tumaround time, within the day customer
3 ¢ n/a 10931 signatures 3. P:‘;:,::mgcian d:?ﬁ:ﬁs photocopied ?r;?;am:f‘:-,:&f. and can satisfactory
orR documents 15 days proceed to rating
samplification 2. Admission anroliment
of famms
s - slip

Fage 1of 3
Annex 3A
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