FRONTLINE SERVICES OF THE UNIVERSITY

STUDENT RECORDS MANAGEMENT SERVICES

Student Records Management Services
ENROLMENT OF STUDENTS (Freshman)

»

£ W - - . - - -
\ Schedule of Availability of Service: 8:00 am — 5:00 pm (Monday-Friday — For undergraduate students)
\5 ) 8:00 am — 5:00 pm (Monday to Saturday— For graduate school students)
" Clients/Customers: Freshman
' Requirement/s: Original Admission Test Result; Original High School Card (Form 138); thocogy of NSO Birth
Certificate; Certificate of Good Moral Character; Photocopy of Personal Profile; Student Advising
. ) Form
Processing Time: 1-5 minutes
DURATION PERSON/S
STEP CLIENT/APPLICANT SERVICE PROVIDER OF FEE FORMS
ACTIVITY RESPONSIBLE
Presents and submits the complete . g:g::zi j:lfr?]]:q;gg;cg;sf:;::m 138)
I requirements (photocopy) to the  Receives complete . Enrolling Teacher/ g 1S - . '
enrolling teacher for checking and ' requirements | minute s Class Advi Ehpu IR
oning & ASS AdVISEr Certificate of Good Moral Character
verification . )
Photocopy of Personal Profile
.ISr;;:}r]I :{dgi:lguag Original Admission Test Result
5 Accepts and verifies as to Alcjar;dra Baluyan Original High School Card (Form138)

Submits admission requirements

completeness of documents 1-2 minutes None Carlos Carag Photocopy of NSO Birth Certificate

Eva Malupeng Certificate of Good Moral Character

Karla Tugade Photocopy of Personal Profile
[rish Addatu
p - - - Shirley Balauag ,
rocesses Subject Advising Alejandra Baluyan Student
3 Gets Enrolment Form Form and prints Enrolment | | minute None | Carlos Carag Advising
Form Eva Malupeng Form (SAF)
Karla Tugade
. Receives payment and issues
4 Proceeds to Cashier and pays fees pay ' HeED il Enrolment Form

receipt I minute Nome |} oi Nerika Andal

END OF TRANSACTION
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