UP DILIMAN LOCAL STUDENT INTERNSHIP PROCESSING FLOWCHART

Office of Field
Activities (OFA)
Diliman

Partner Institution/
Host Training
Establishment (HTE

. Negotiate terms and provisions of
Memorandum of Understanding (MOU) /
Memorandum of Agreement (MOA)

v

. Prepare necessary documents for
processing by OFA Diliman

Office of the Vice
Chancellor for Academic
Affairs (OVCAA)

Office of the
Chancellor

Diliman Budget
Office

Academic Unit/

Implementing Unit Diliman Legal Office

N

w

. Receive submitted
documents; perform
initial review of
documents; Refer to
DLO for review

4. Review draft
agreements and
forward comments /
revisions to OFA
Diliman

~

A 4

A 4

+ Endorsement letter of proposed
partnership w/ HTE should be addressed
to UPD Chancellor, through channels.
4-copies of proposed draft agreement to
be signed; MS word document of the draft

agreement should also be sent to
ofadiliman@up.edu.ph
¢ Identification document/s used in the
Acknowledgement section
Accomplished MOA/MOU activity and
implementation plan
Budget Certification from the
academic/implementing unit

Complete

A 4

5. Review comments /
revisions and relay to
concerned unit

6. Receive documents; incorporate

OFA Diliman

(approve) suggestions by OFA Diliman and
DLO and forward revised agreement to

Need to
Revise?

8. Issuance of budget
7. Returnto STEP4 7. Forward documents / certification
agreements to Certification of
Diliman Budget Office - [Certification of no
for issuance of budgetary outlay — Per
e Memorandum No. OSU
Budget Certificati
udget Certification 2017-02-04)
Y
9. Receive agreements

and forward to

10. Sign agreements and

Academic Unit to affix
their signature

;l 11.Receive and endorse agreement to the Office of the

return to OFA Diliman

'l Chancellor for signing

Y

12. Sign agreement on
behalf of UPD and
return to OFA Diliman

v

3. Receive signed
agreement from OC
and forward to

-

A

Partner Institution /
HTE to affix their
signature

y 15. Receive signed

return to

ign agreement and

agreement from

Partner Institution /
HTE and forward to
DLO for notarization

OFA

g 16. Notarize signed
e t

\ 4

17.Input information in database; forward certified true
copy of agreement to the academic/ implementing
unit, and endorse the duly signed agreements to the
Chancellor for BOR Confirmation
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CHECKLIST OF REQUIRED DOCUMENTS FOR MOU/MOA PRCOESSING

v'Endorsement letter of proposed/new partnership with
partner institution

e Should be addressed to UPD Chancellor, through channels

v'Proposed draft agreement to be signed [4-copies]

* The MS Word document of the draft agreement should
also be sent to ofadiliman@up.edu.ph

v'Ildentification Document/s used in the Acknowledgement
section

v'Accomplished Activity and Implementation Plan

v'Budget Certification


mailto:ofadiliman@up.edu.ph

