Processing of Administrative Order (AO) and Terms of Reference (TOR) for Internships,
Practicum, and On-the-Job Training

Prepare and ensure that the
following documents are in order:

2. Budget 3. Diliman
Certification Budget Office
from Dean Certification

1. Endorsement
letter from Dean

4.Draft TOR

5. Draft A.O.

OFA Diliman

I o rcrarce [ 20

Other UP Offices Involved

Evaluate the

documents For Legal Review of

S Diliman Legal Office/
the AO and College of Law Legal
TOR Team

Revise or provide
necessary documents
as advised before
proceeding further

Revise or provide
necessary documents
as advised before
proceeding further

AO to be issued by UP
President regarding
the approval of the
internship with the

specific UP Office/Unit

With revision/s

For Final Legal Review
of Diliman Legal
-> office/College of Law
Legal Team

Revise or provide
necessary documents
as advised before
proceeding further

For Signature of
Academic Unit
—) and Partner HTE

(4 copies)

For
endorsement
of OVCAA

TOR: For Chancellor’'s
Approval

AO: For Chancellor’'s
Endorsement to UP
President

Based on the UPD Local AFA Guidelines (30 August 2024)
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