
Faculty-In-Charge Dean/
Head of Unit Other UP Offices Involved

Prepare and ensure that the
following documents are in order:

Revise or provide
necessary documents

as advised before
proceeding further

Evaluate and
process the 

MOA

For
endorsement

of OVCAA

With revision/s

Renewal/extension of previously-approved MOAs

(4 copies)

For Signature of
Academic Unit

and Partner HTE

For Legal Review of
Diliman Legal Office/
College of Law Legal

Team

Revise or provide
necessary documents

as advised before
proceeding further

*After the notarization, the requesting unit must send one (1) notarized copy of the MOA to OFA Diliman as soon as possible. This is to get BOR Confirmation within the allotted period of three months
after the MOA is signed by the Chancellor. The other three notarized copies are for the requesting unit’s Dean, the FIC, and the HTE.

3. Diliman Budget
Office Certification

For
Chancellor’s

approval

4. Draft Agreement
using the MOA

Renewal Template

6. Valid ID of HTE Rep5. Copy of the expired MOA for renewal/
extension (attached as Annex A to the

new draft of the agreement)

OFA Diliman

7. Certification from HTE
to authorize signatories 

1. Endorsement
letter from Dean

2. Budget
Certification
from Dean

For Unit’s
Notarization*

For BOR
Confirmation

(1 copy of
notarized MOA)

Based on the UPD Local AFA Guidelines (30 August 2024)
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https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0

