
1. Summary Report of On-campus AFAs

Evaluate and
record the
Summary

Report in the AFA
database

Return the
OFA-stamped

Summary
Report to the

unit

Prepare and ensure that the
following documents are in order: 

Revise or provide
necessary documents

as advised before
proceeding further

Accomplish the AFA
Evaluation Form

PRE ON-CAMPUS AFA POST ON-CAMPUS AFA

2. UP Health Service medical clearance
(as deemed necessary by the
academic unit)

Academic Unit/AFA Committee of the Academic Unit OFA Diliman

On-campus AFAs*

With revision/s

Submit documents to OFA
Diliman via email at the

beginning of the semester or
at least seven (7) working

days before the earliest date
of AFA implementation

*Each academic unit determines its own approval process and guidelines, ensuring safe and secure facilitation of on-campus AFAs. Unit guidelines must be consistent with
the relevant University and CHED Guidelines.

Faculty-In-Charge

3. Copy of student’s insurance policy 
(for students ineligible for RA 10931)

Approval:  College-level

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

https://docs.google.com/document/d/1nX2WHCXfnx6tExUR1mRbag5FRxac_j1KIit6K6pC7-E/edit?tab=t.0
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0


1.  AFA Request Form

Evaluate and
process the 

Off-campus AFA
Request 

Authorize AFA
Request via

email**

Prepare and ensure that the
following documents are in order: 

Revise or provide
necessary documents

as advised before
proceeding further

Provide
recommending
approval for the

conduct of the
Off-campus AFA

request

Accomplish the
AFA Evaluation

Form

PRE OFF-CAMPUS AFA POST OFF-CAMPUS AFA

3. Copy of student’s insurance policy 
(for students ineligible for RA 10931)

4. UP Health Service medical clearance 
(for students with medical condition/s,
comorbidities, or maintenance medication)

Faculty-In-Charge Dean/
Head of Unit OFA Diliman Participating StudentsDepartment Chair/Institute Director/

AFA Committee of the Academic Unit

Evaluate the
documents and

endorse the
implementation of

the requested
AFA*

to be individually accomplished

2. Student Partici-
pation Agreement
(SPA) Form*

Off-campus AFAs

 7 working
days before

the AFA

Submit
documents

at least

Approval:  University-level

*Please note that students from the UP Integrated School (UPIS) and UP Child Development Center (UPCDC) must use the UPIS/UPCDC-Student Participation Agreement
**The endorsement indicates that the requesting academic unit has found the requirements for the safe implementation of the requested AFA to be in order (e.g. safety of AFA venue/s, etc.) and
the other requirements compliant with the relevant University and CHED Guidelines.
***Per the Office for the Advancement of Teaching (OAT), FICs with AFA-related trips must upload the screenshot of the AFA request email approval as attachment to their UTAK TA/TO application.

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

https://docs.google.com/document/d/1-KM0DOOrOy8kz4z4ZdigucnqNYao4aHMgzUZjV86IF4/edit?tab=t.0
https://docs.google.com/document/d/1-KM0DOOrOy8kz4z4ZdigucnqNYao4aHMgzUZjV86IF4/edit?tab=t.0
https://docs.google.com/document/d/1-KM0DOOrOy8kz4z4ZdigucnqNYao4aHMgzUZjV86IF4/edit?tab=t.0
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/document/d/11PelE9cyZLsWemveb2ZmiUYcATjFE-xT/edit
https://docs.google.com/document/d/11PelE9cyZLsWemveb2ZmiUYcATjFE-xT/edit
https://docs.google.com/document/d/11PelE9cyZLsWemveb2ZmiUYcATjFE-xT/edit
https://docs.google.com/document/d/1EwbeJp5rp2678alLs6zWiY-kzaOqgDz2/edit
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0


PRE-INTERNSHIP/PRACTICUM/OJT

Evaluate and
process the 

AFA Request and
other documentary

requirements

Revise or provide
necessary documents

as advised before
proceeding further

Provide
recommending
approval for the
conduct of the 

Internship/
Practicum/OJT

Faculty-In-Charge OFA Diliman

POST-INTERNSHIP/
PRACTICUM/OJT

Participating Students With revision/s

On-campus Internships, Practicum, On-the-Job Training 
with UP Diliman offices

1. AFA Request Form

Prepare and ensure that the
following documents are in order:

2. Notarized
Internship Contract

to be individually accomplished

3. Copy of student’s insurance policy 
(for students ineligible for RA 10931)

4. UP Health Service medical clearance 
(for students with medical condition/s,
comorbidities, or maintenance medication)

Evaluate the
documents and

endorse the
implementation of

the requested
AFA*

 7 working
days before

the AFA

Submit
documents

at least Authorize AFA
Request via

email 

Dean/
Head of Unit

Department Chair/ Institute Director/
AFA Committee of the Academic Unit

Approval:  University-level

Accomplish the
AFA Evaluation

Form

*The endorsement indicates that the requesting academic unit has found the requirements for the safe implementation of the requested AFA to be in order (e.g. safety of AFA venue/s,
etc.) and the other requirements compliant with the relevant University and CHED Guidelines.

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

https://docs.google.com/document/d/1-KM0DOOrOy8kz4z4ZdigucnqNYao4aHMgzUZjV86IF4/edit?tab=t.0
https://docs.google.com/document/d/1-KM0DOOrOy8kz4z4ZdigucnqNYao4aHMgzUZjV86IF4/edit?tab=t.0
https://docs.google.com/document/d/1gXmkR8p27O-WE7URnVjh2LHpMJ5Xm47W/edit?tab=t.0#heading=h.gjdgxs
https://docs.google.com/document/d/1gXmkR8p27O-WE7URnVjh2LHpMJ5Xm47W/edit?tab=t.0#heading=h.gjdgxs
https://docs.google.com/document/d/1gXmkR8p27O-WE7URnVjh2LHpMJ5Xm47W/edit?tab=t.0#heading=h.gjdgxs
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0


PRE-INTERNSHIP/PRACTICUM/OJT

Evaluate and
process the 

AFA Request and
other documentary

requirements

Revise or provide
necessary documents

as advised before
proceeding further

Provide
recommending
approval for the
conduct of the 

Internship/
Practicum/OJT

Faculty-In-Charge OFA Diliman

POST-INTERNSHIP/
PRACTICUM/OJT

Participating Students With revision/s

Local Internships, Practicum, On-the-Job Training 
within UP System Offices and other autonomous UP units

2. AFA Request Form

Prepare and ensure that the
following documents are in order:

3. Notarized
Internship Contract

to be individually accomplished

4. Copy of student’s insurance policy 
(for students ineligible for RA 10931)

5. UP Health Service medical clearance 
(for students with medical condition/s,
comorbidities, or maintenance medication)

1. Valid AO

Evaluate the
documents and

endorse the
implementation of

the requested
AFA*

 7 working
days before

the AFA

Submit
documents

at least Authorize AFA
Request via

email 

Dean/
Head of Unit

Department Chair/Institute Director/
AFA Committee of the Academic Unit

Approval:  University-level

and TOR

Accomplish the
AFA Evaluation

Form

*The endorsement indicates that the requesting academic unit has found the requirements for the safe implementation of the requested AFA to be in order (e.g. safety of AFA venue/s,
etc.) and the other requirements compliant with the relevant University and CHED Guidelines.

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

https://docs.google.com/document/d/1-KM0DOOrOy8kz4z4ZdigucnqNYao4aHMgzUZjV86IF4/edit?tab=t.0
https://docs.google.com/document/d/1gXmkR8p27O-WE7URnVjh2LHpMJ5Xm47W/edit?tab=t.0#heading=h.gjdgxs
https://docs.google.com/document/d/1gXmkR8p27O-WE7URnVjh2LHpMJ5Xm47W/edit?tab=t.0#heading=h.gjdgxs
https://docs.google.com/document/d/1WMaJ58XZwCgqNUEkwVD2_oa2RJmrKn6T/edit
https://docs.google.com/document/d/1WMaJ58XZwCgqNUEkwVD2_oa2RJmrKn6T/edit
https://docs.google.com/document/d/10AkgasQCynjypgGpK570Y9fVFgf7fcZq/edit
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0


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

Prepare and ensure that the
following documents are in order:

1. Endorsement
letter from Dean

2. Budget
Certification
from Dean

4. Draft TOR 5. Draft A.O. 

Revise or provide
necessary documents

as advised before
proceeding further

Evaluate the
documents
and process
the AO and

TOR

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

Team

For
endorsement

of OVCAA

With revision/s

Processing of Administrative Order (AO) and Terms of Reference (TOR) for Internships,
Practicum, and On-the-Job Training with UP Diliman, UP System Offices, and other
autonomous UP units

(4 copies)

For Signature of
Academic Unit

and Partner HTE

Revise or provide
necessary documents

as advised before
proceeding further

For Final Legal Review
of Diliman Legal

Office/College of Law
Legal Team

Revise or provide
necessary documents

as advised before
proceeding further

TOR: For Chancellor’s
Approval

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

specific UP Office/Unit

3. Diliman
Budget Office
Certification

AO: For Chancellor’s
Endorsement to UP
President

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

https://docs.google.com/document/d/1wFnVjRzy2bMIR5TeQ2MXZBW1O7oQ8jZL9ilFTV1KIC4/edit?tab=t.0
https://docs.google.com/document/d/1wFnVjRzy2bMIR5TeQ2MXZBW1O7oQ8jZL9ilFTV1KIC4/edit?tab=t.0
https://docs.google.com/document/d/1Ozk_rRuANqRwza25OlSERlgEDbEWxGOE7xXgBMi5X-g/edit?tab=t.0
https://docs.google.com/document/d/1Ozk_rRuANqRwza25OlSERlgEDbEWxGOE7xXgBMi5X-g/edit?tab=t.0
https://docs.google.com/document/d/1Ozk_rRuANqRwza25OlSERlgEDbEWxGOE7xXgBMi5X-g/edit?tab=t.0
https://docs.google.com/document/d/1Ozk_rRuANqRwza25OlSERlgEDbEWxGOE7xXgBMi5X-g/edit?tab=t.0
https://docs.google.com/document/d/10AkgasQCynjypgGpK570Y9fVFgf7fcZq/edit
https://docs.google.com/document/d/1WMaJ58XZwCgqNUEkwVD2_oa2RJmrKn6T/edit
https://docs.google.com/document/d/1WMaJ58XZwCgqNUEkwVD2_oa2RJmrKn6T/edit
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0


PRE-INTERNSHIP/PRACTICUM/OJT

Evaluate and
process the 

AFA Request and
other documentary

requirements

Revise or provide
necessary documents

as advised before
proceeding further

Provide
recommending
approval for the
conduct of the 

Internship/
Practicum/OJT

Faculty-In-Charge OFA Diliman

Accomplish the
AFA Evaluation

Form

POST-INTERNSHIP/
PRACTICUM/OJT

Participating Students With revision/s

Local off-campus Internships, Practicum, On-the-Job Training 
with Host Training Establishments (HTEs)

2.  AFA Request Form

Prepare and ensure that the
following documents are in order:

3. Notarized
Internship Contract

to be individually accomplished

4. Copy of student’s insurance policy 
(for students ineligible for RA 10931)

5. UP Health Service medical clearance 
(for students with medical condition/s,
comorbidities, or maintenance medication)

1. Valid Memorandum
of Agreement (MOA) 

Evaluate the
documents and

endorse the
implementation of

the requested
AFA*

 7 working
days before

the AFA

Submit
documents

at least Authorize AFA
Request via

email

Dean/
Head of Unit

Department Chair/Institute Director/
AFA Committee of the Academic Unit

*The endorsement indicates that the requesting academic unit has found the requirements for the safe implementation of the requested AFA to be in order (e.g. safety of AFA venue/s,
etc.) and the other requirements compliant with the relevant University and CHED Guidelines.

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

https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/document/d/1-KM0DOOrOy8kz4z4ZdigucnqNYao4aHMgzUZjV86IF4/edit?tab=t.0
https://docs.google.com/document/d/1-KM0DOOrOy8kz4z4ZdigucnqNYao4aHMgzUZjV86IF4/edit?tab=t.0
https://docs.google.com/document/d/1-KM0DOOrOy8kz4z4ZdigucnqNYao4aHMgzUZjV86IF4/edit?tab=t.0
https://docs.google.com/document/d/1gXmkR8p27O-WE7URnVjh2LHpMJ5Xm47W/edit#heading=h.gjdgxs
https://docs.google.com/document/d/1gXmkR8p27O-WE7URnVjh2LHpMJ5Xm47W/edit#heading=h.gjdgxs
https://docs.google.com/document/d/1DaIWDZhf6P5WynqlrsLCpzmpBt-RPx1P/edithttps:/docs.google.com/document/d/1DaIWDZhf6P5WynqlrsLCpzmpBt-RPx1P/edit
https://docs.google.com/document/d/1DaIWDZhf6P5WynqlrsLCpzmpBt-RPx1P/edithttps:/docs.google.com/document/d/1DaIWDZhf6P5WynqlrsLCpzmpBt-RPx1P/edit
https://docs.google.com/document/d/1DaIWDZhf6P5WynqlrsLCpzmpBt-RPx1P/edithttps:/docs.google.com/document/d/1DaIWDZhf6P5WynqlrsLCpzmpBt-RPx1P/edit
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0


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

Prepare and ensure that the
following documents are in order:

4. Draft MOA 5. Valid ID of 
HTE Rep

6. Secretary’s
Certificate

authorizing HTE Rep*

Revise or provide
necessary documents

as advised before
proceeding further

Evaluate and
process the 

MOA/MOU

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

Team

For
endorsement

of OVCAA

With revision/s

MOA Processing with HTEs

(4 copies)

For Signature of
Academic Unit

and Partner HTE

Revise or provide
necessary documents

as advised before
proceeding further

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

Team

Revise or provide
necessary documents

as advised before
proceeding further

For
Chancellor’s

approval

For IP Review of
OVCRD TTDBO,

if necessary

Revise or provide
necessary documents

as advised before
proceeding further

* If the HTE is a corporation, a Secretary's Certificate must be submitted;  If HTE is a sole proprietorship, the name of the owner must be indicated in the MOA, and a Certificate of DTI registration must be supplied.
Otherwise, a Special Power of Attorney (SPA) for the signatory must be secured if the s/he is not the owner. If HTE is a partnership, an SPA for the signatory must be secured if s/he is not a partner; If HTE is a local-
government unit (LGU), a Sangguniang Bayan (SB) Resolution must be submitted.
**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.

For BOR
Confirmation

3. Diliman Budget
Office Certification1. Endorsement

letter from Dean
2. Budget
Certification
from Dean

For Unit’s
Notarization**(1 copy of

notarized MOA)

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

https://docs.google.com/document/d/1DaIWDZhf6P5WynqlrsLCpzmpBt-RPx1P/edit
https://docs.google.com/document/d/1DaIWDZhf6P5WynqlrsLCpzmpBt-RPx1P/edit
https://docs.google.com/document/d/1B5_4NXakUQiwhNvU6n5jrc32RiC45QBt/edit
https://docs.google.com/document/d/1B5_4NXakUQiwhNvU6n5jrc32RiC45QBt/edit
https://docs.google.com/document/d/1B5_4NXakUQiwhNvU6n5jrc32RiC45QBt/edit
https://docs.google.com/document/d/1wFnVjRzy2bMIR5TeQ2MXZBW1O7oQ8jZL9ilFTV1KIC4/edit?tab=t.0
https://docs.google.com/document/d/1wFnVjRzy2bMIR5TeQ2MXZBW1O7oQ8jZL9ilFTV1KIC4/edit?tab=t.0
https://docs.google.com/document/d/1Ozk_rRuANqRwza25OlSERlgEDbEWxGOE7xXgBMi5X-g/edit?tab=t.0
https://docs.google.com/document/d/1Ozk_rRuANqRwza25OlSERlgEDbEWxGOE7xXgBMi5X-g/edit?tab=t.0
https://docs.google.com/document/d/1Ozk_rRuANqRwza25OlSERlgEDbEWxGOE7xXgBMi5X-g/edit?tab=t.0
https://docs.google.com/document/d/1Ozk_rRuANqRwza25OlSERlgEDbEWxGOE7xXgBMi5X-g/edit?tab=t.0
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0


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

Prepare and ensure that the
following documents are in order:

5. Valid ID of 
HTE Rep

Revise or provide
necessary documents

as advised before
proceeding further

Evaluate and
process the 

MOA/MOU

With revision/s

MOA Processing for AFA-related MOAs with extension component

(4 copies)

For Signature of
Academic Unit

and Partner HTE

Revise or provide
necessary documents

as advised before
proceeding further

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

Team

Revise or provide
necessary documents

as advised before
proceeding further

For IP Review of
OVCRD TTDBO,

if necessary

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  Extension
Component

Review of OEC

For
endorsement

of OVCAA

For
Chancellor’s

approval*

4. Draft MOA
6. Secretary’s

Certificate
authorizing HTE Rep

1. Endorsement
letter from Dean

2. Budget
Certification
from Dean

For BOR
Confirmation For Unit’s

Notarization**
(1 copy of

notarized MOA)

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

https://docs.google.com/document/d/1DaIWDZhf6P5WynqlrsLCpzmpBt-RPx1P/edit
https://docs.google.com/document/d/1B5_4NXakUQiwhNvU6n5jrc32RiC45QBt/edit
https://docs.google.com/document/d/1B5_4NXakUQiwhNvU6n5jrc32RiC45QBt/edit
https://docs.google.com/document/d/1B5_4NXakUQiwhNvU6n5jrc32RiC45QBt/edit
https://docs.google.com/document/d/1wFnVjRzy2bMIR5TeQ2MXZBW1O7oQ8jZL9ilFTV1KIC4/edit?tab=t.0
https://docs.google.com/document/d/1wFnVjRzy2bMIR5TeQ2MXZBW1O7oQ8jZL9ilFTV1KIC4/edit?tab=t.0
https://docs.google.com/document/d/1Ozk_rRuANqRwza25OlSERlgEDbEWxGOE7xXgBMi5X-g/edit?tab=t.0
https://docs.google.com/document/d/1Ozk_rRuANqRwza25OlSERlgEDbEWxGOE7xXgBMi5X-g/edit?tab=t.0
https://docs.google.com/document/d/1Ozk_rRuANqRwza25OlSERlgEDbEWxGOE7xXgBMi5X-g/edit?tab=t.0
https://docs.google.com/document/d/1Ozk_rRuANqRwza25OlSERlgEDbEWxGOE7xXgBMi5X-g/edit?tab=t.0
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0


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)

https://docs.google.com/document/d/19firo622APqbxMTb-KOCq5AbgJnho6M-/edit
https://docs.google.com/document/d/19firo622APqbxMTb-KOCq5AbgJnho6M-/edit
https://docs.google.com/document/d/19firo622APqbxMTb-KOCq5AbgJnho6M-/edit
https://docs.google.com/document/d/1B5_4NXakUQiwhNvU6n5jrc32RiC45QBt/edit
https://docs.google.com/document/d/1B5_4NXakUQiwhNvU6n5jrc32RiC45QBt/edit
https://docs.google.com/document/d/1B5_4NXakUQiwhNvU6n5jrc32RiC45QBt/edit
https://docs.google.com/document/d/1wFnVjRzy2bMIR5TeQ2MXZBW1O7oQ8jZL9ilFTV1KIC4/edit?tab=t.0
https://docs.google.com/document/d/1wFnVjRzy2bMIR5TeQ2MXZBW1O7oQ8jZL9ilFTV1KIC4/edit?tab=t.0
https://docs.google.com/document/d/1Ozk_rRuANqRwza25OlSERlgEDbEWxGOE7xXgBMi5X-g/edit?tab=t.0
https://docs.google.com/document/d/1Ozk_rRuANqRwza25OlSERlgEDbEWxGOE7xXgBMi5X-g/edit?tab=t.0
https://docs.google.com/document/d/1Ozk_rRuANqRwza25OlSERlgEDbEWxGOE7xXgBMi5X-g/edit?tab=t.0
https://docs.google.com/document/d/1Ozk_rRuANqRwza25OlSERlgEDbEWxGOE7xXgBMi5X-g/edit?tab=t.0
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0


NSTP DilimanFaculty-In-Charge/
NSTP Coordinator

Dean/
Head of Unit OFA Diliman

1. Summary List of NSTP AFAs

Acknowledge and
record the

Summary List of
NSTP AFAs

Prepare and ensure that the
following documents are in order:

Revise or provide
necessary documents

as advised before
proceeding further

Provide approval
for the conduct

of the requested
AFA

Accomplish the
AFA Evaluation

Form

PRE-NSTP AFA POST-NSTP AFA

Revise or provide
necessary documents

as advised before
proceeding further

Acknowledge and
record the

Summary List of
NSTP AFAs

With revision/s

NSTP Community Engagement Projects and Other NSTP AFAs

2. Copy of student’s insurance policy 
(for students ineligible for RA 10931)

3. UP Health Service medical clearance 
(for students with medical condition/s,
comorbidities, or maintenance
medication)

Return the 
OFA-stamped
Summary List

to the unit
 7 working

days before
the AFA

Submit
documents

at least

Approval:  College-level

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

https://docs.google.com/document/d/1fagQS9-Vue2KXFl-UA58RA8_Qp5n2HVjaVHa15CmCHE/edit?tab=t.0
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/forms/d/1_0xUXXHoB0IhTdhqU0yk7xqX6fthcRaag8ciGdr6bhw/viewform?edit_requested=true
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0
https://docs.google.com/document/d/1QRKMxYE2RmzbRKj6vME0hjt-0yaw8i4Y/edit?tab=t.0


Other UP Offices 
Involved

Accomplish the 
I-AFA Evaluation form

POST I-AFA

*must cover students’ departure to their arrival in the Philippines; must include medical expenses, hospitalization, accidents, and other emergency situations in country of destination
**The endorsement indicates that the requesting academic unit has found the requirements for the safe implementation of the requested AFA to be in order (e.g. safety of AFA venue/s, etc.) and the other requirements
compliant with the relevant University and CHED Guidelines.
***OFA Diliman will forward the Chancellor-approved I-AFA Request to the FIC to use this as attachment in applying for a Travel Authority via UTAK. Allot at least two (2) months to process both the I-AFA requirements and the
Travel Authority application.

With revision/s

Revise or provide
necessary documents

as advised before
proceeding further

For
Endorsement

of OVCAA

For 
Chancellor’s
signature***

 I-AFA Request
Form

1.
Evaluate and
process the 

I-AFA Request 

Prepare and ensure that the following
documents are in order: 

Revise or provide
necessary documents

as advised before
proceeding further

PRE I-AFA

Participating Students

International AFAs (I-AFAs)

2. Approved documents
from the Host Country
of  the I-AFA
(e.g. Invitation Letter,
required vaccinations,
etc.)

round trip ticket with
flight details                   
medical clearance      
certification of good
academic standing     
appropriate
insurance*
appropriate visa (if
applicable)

Faculty-In-Charge OFA Diliman

For evaluation
and processing

of OIL Diliman

Provide
recommending
approval for the

conduct of the
requested AFAs

Endorse the
conduct of the

requested
AFAs**

3. Notarized Student
Participation

Agreement

4. Copy of the
students’:

Dean/
Head of Unit

Department Chair/Institute Director/
AFA Committee of the Academic Unit

Approval:  University-level

to be individually accomplished
by the students

Based on the UPD I-AFA Guidelines (6 February 2024)

https://docs.google.com/forms/u/3/d/e/1FAIpQLSd4x7Ngr1R9OpkU1zHH7Cy-ipPvIjf9AyyubRIUGmf2lWyRkw/viewform?usp=send_form
https://docs.google.com/forms/u/3/d/e/1FAIpQLSd4x7Ngr1R9OpkU1zHH7Cy-ipPvIjf9AyyubRIUGmf2lWyRkw/viewform?usp=send_form
https://docs.google.com/forms/u/3/d/e/1FAIpQLSd4x7Ngr1R9OpkU1zHH7Cy-ipPvIjf9AyyubRIUGmf2lWyRkw/viewform?usp=send_form
https://docs.google.com/document/d/1EL-yG1SStgqF9WMfpd7AqIYd_hU25P4O/edit
https://docs.google.com/document/d/1EL-yG1SStgqF9WMfpd7AqIYd_hU25P4O/edit
https://docs.google.com/document/d/1EL-yG1SStgqF9WMfpd7AqIYd_hU25P4O/edit
https://docs.google.com/document/d/1nsgINzpoMBKs6OLQuaa7h-W7mxLcPRd5/edit
https://docs.google.com/document/d/1nsgINzpoMBKs6OLQuaa7h-W7mxLcPRd5/edit
https://docs.google.com/document/d/1nsgINzpoMBKs6OLQuaa7h-W7mxLcPRd5/edit
https://docs.google.com/document/d/1eWPCluK2ecUo2P9wsr9bpUSYzJj_VoKU/edit

