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‘GUIDELINES FOR THE IMPLEMENTATION OF THE
COMMISSION ON HIGHER EDUCATION (CHED)
PROJECT ENTITLED:
""CENTERS OF EXCELLENCE (COE) AND CENTERS OF DEVELOPMENT (COD)
IN SCIENCE AND MATHEMATICS"

In accordance with the pertinent provisions of Republic Act No. 7722, otherwise known as
the “Higher Education Act of 1994, and to expedite the attainment of relevant, responsive and
quality higher education in the country, the following guidelines for the identification, support
and/or deyelopment of Centers of Excellence (COE) and Certers of Development (COD) for
science and mathematics are hereby adopted and promulgated by the Commission, thus:

L. BASIC CONCEPTS REGARDING THE CENTERS OF EXCELLENCE AND
CENTERS OF DEVELOPMENT FOR SCIENCE AND MATHEMATICS

A. POLICY

Section 8 (f) of the "Higher Education Act of 1994" provides that the Commission
develop Centers that can spearhead the nation's thrust towards development. It is,
therefore, the policy of the Commission to promote quality and excellence in higher
education by identifying, supporting and/or developing COES/CODs in higher education
institutions (HEIs). All HEIs offering science and mathematics programs are hereby
recognized as agencies needed to train scientists and mathematicians for world-class
scholarship, nation building and national development.

B. DEFINITION OF A CENTER OF EXCELLENCE AND CENTER OF
DEVELOPMENT IN SCIENCE AND MATHEMATICS

1 Center of Excellence - a unit within any higher education institution with
the following characteristics:

a. Astrong graduate program in the basic and applied sciences and mathematics;
and
b, Faculty with strong research capability.

‘The academic and rescarch output of the unit should, likewise, be recognized both
locally and intenationally,

~

Center of Development - a unit within any higher education institution with a
strong undergraduate program and a strong potantial to develop its faculty in
research.

C. ROLES AND RESPONSIBILITIES OF THE CENTERS OF EXCELLENCE
AND CENTERS OF DEVELOPMENT

‘The Centers shall be the loci of academic and human resource development at both the
regional and national levels. Hence they shall have the following duties and responsibilities:

Institutionalize programs in science and mathematics that shall produce effective
graduates in these fields;

Serve as the country's provider of top quality scientific manpower for both
academe and industry,



®

Develop rescarch capabilities in tine with (h: dovelapment agenda of the Philippue
govermet

4 Offer graduate programis) w the specific program areas where they have been
identified a5 2 COE or a €OD for regiual streagthening of the science and
wathematics secror, in support of the regional economic developental plans.

B

Provids asistance to cther HEIS within it area of cowrage m toms of fcoty
waterials and other quality upgradng

activities.

Implement specific upprading projects as approved by the Commission and submit
periodic siatus reports on these projocts. and

Undertake other tasks detormined by the Comimission as necessary, for developing
science aud mathiomatics tortiary education in the Philippines

CHED’S DEVELOPMENTAL SUPPORT FOR THE CENTERS OF
EXCELLENCE AND CENTERS OF DEVELOPMENT IN SCIENCE AND
MATHEMATICS

PRIORITY CATEGORI

The level of science and educazion in thy HEISs in the country

uneven due to the lopsided developmencal support provided by local and
intemational ageacies. Prior to the creation of CHED, different local and intemational
agencies gave support to scince and mathematics institutions through  instrurnent
grants and graduate scholacships.

The passage of RA 7722 transferred the responsibility of institutional capability
buildinng to the Commission. CHED formulated the Master Plan for Higher Education
that serves a5 the blueprint for developing higher education in the country. Under this
Master Plan, the nstitution identifics its own targets and implements the necessary
imeasures to attain these objectives. The priority categories of assistance identified by
the Connission and their parameters are as follows:

®

Scholarships (undergraduate  and  graduate) and Graduate
Thesis-Dissertation Grants- specified to increase the number of quality
students who will eventually become future scientists and mathematicians. The
idex of scholarship incentives, particularly the undergraduate componeat, s to
attract the best studeuts among high school graduates. Both types of
scholarship are considered as ono-time grants for the duration of the projoct.
Graduate scholarships and thesis/dissertation grants under this category are
open specifically to faculty members from  non-designated scienco and
mathenatics COE/COD institutions

<

Faadyy Duvelopment and Upgrading- includes faculty re-tooling and
graduats education support for the Center's own faculty. This is to increase the
instirution’s scicace faculty qualification and re-align them with the objoctives
of quality academic performance. Assistance through this category may como
in the form of graduzte oducation scholarships. thesis/disscrtation prants. and

2.



attencance w both local nd interuatioast semtnars, workshops, acadesuic and
researdh teaming

o

fequipmers - 3 prionty category for inereasad institutional capability i both
fnstruction and rescarch “Equipment” s defined as mstruments which are
neccs:ary for instruction and sesearch of the wstitution, including conputis
and sudio-visust cqueipment. Excluded o this category are spparatus used
For admunistrative fancticas such zs phetocopiess, facsinule machines, etc. The
categor for equipmont includes the fotknwing provisions:

i, Acqusition of aev: equiptent,

w Mamntenaice and serace of equipmit,

i, Prozurement of faboratory chenicals and supplies; and

iv Reference material thooks, joumals manuals, cic.) upgrading

S

Zocal and hternutional Linkages - Losal linkages include the Centec's
outreicls programs to nos-Conéers o assist thew in improving  their
tastructional and research activities fo th level expected of a science and
mathematics teaching mstitution. Intemational linkages enable the Center to
benchmark s capabilifies against iniemational standards and acquire the
necessary tools 10 uplift the Center’s own capabilities. Linkages may take the
forw of sponsorstp of fculty, rescarcher, andfor student exchanges

S

Other Seientfic Avtividcs - may come in vasied foms 1o cover other
importaut aspects  This may cover the following:

Facilitation of actual rescarch work in the institution:
Publication of research findings in intemational referced joumals;
. Faculty iacentives for academic/rscarch/publicatioas related endeavors
withit the COE/COD concept; and
iv. Provision of scientific forums or cther related functions, o.g. teaining of
scionos and mathematics faculty in uon-Centers, sponsorship of national
or mtenntional conferencesiworkshiops in either instruction or rescarch-
robited activities

it

2 FINANCIAL

0

The Comrmussion shall provide financial support to the COES and CODS in science
and mathentics to carry out their roics and esponsibilities through a grant of P 3
williow/year for 3 years for a COE and P | mllion/year for 3 years for a COD. The
funds will be taken from the CHED Higher Fducation Development Fund (HEDF).
Before the grant is given, the COD/COE must submit a full 3-year work and financial
plan detailing its needs and reflecting the prionit.es identificd above.

. JTIES OF THE C 'S TECHNICAL PANEL FOR
SCIENCE AND MATHEMAYECS (VPSM)

The Commissiou’s Technical Pavel for Science and Mathematics shall:

1. Recomunend the critersa and the procedures for the identification of the COEs wnd
CODs,




Recommend the possible COEs and CODs to the Comussion.

Reconmend the award of grants, endowmen: funds ad other forms of financial
support to the COFs and CODs:

4 Assist the COEs and CODs in prepariny its work and financial plans in
accordance with CHED priorites and financial regulations:

5. Pormulate with the TPSM Subpanels a monitoring checklist of the COE/COD
projects:

6 Monitor an evaluate the progress of the project assistance from the OPS-Scieuce
and Mathematics Secretariat and Higher Education Regional Offices (HEROs):
and

7

Recommend a program of action to the Commission after the duration of the
project

. RESPONSIBILITIES OF THE C(HED HIGHER EDUCATION
REGIONAL OFFICES (HEROs) IN RELATION TO THE CENTERS OF
EXCELLENCE/ DEVELOPMENT PROJECT

The CHED-HEROs shall

Assist the TPSM, through the Commission's Office of Programs and Standards
(OPS). in identifying possible nominees as Cuters.

Assist the COES/CODS in the implementation of the different project componeats
in s submitted work and financial plan;

Assist TPSM in monitoring; the development and progress (including visitations) of
the identified COEs and CODs with the assistance of the Regional Quality
Assessment Teams (RQATS).

3. Submit biannual progress assessment reports to the Commission, through OPS, on
the Center's status based on the approved pruject proposal:

5. Facilitate the processing of the financial liquidation reports, particularly those
coming from  private institutions identified as a COE/COD, to the CHED-
Commission on Audit (COA)Regional Auditors; and

6 Submit the COE/COD liquidation reports to the Science and Mathematics

Secretanat of the CHED-OPS.
RESPONSIBILITIES OF THE CHED-HEDF

The CHED-HEDF shall.

Release the financial requirements of the Center as reflected in its approved project
proposal and as recomuended by TPSM and its Sub-Panels;

Verify the correctness of the liquidation teports submitted by the Centers:
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3. Coordinate with the OPS' Science and Mathematics Secretariat regarding the
financial and operational status/requirements of the COEs/CODs for orderly and
expeditious action,

IDENTIFICATION CRITERIA (QUANTITATIVE AND QUALITATIVE) -

The COEs and CODs shall be identified in accordance with the following
nunimum eriteria

L Instructionai Program Quality 0%
Faculty 35%
Perfomance 50%
Qualification 50%
Laboratory 30%
Library 13%
Other Instructional Facilities 5%
Student Selection and Retention 7%
Board Examination (for Chemistry)  10%
1L Research 35%
Personnel 30%
Facilities 30%
Output 40%
W, Community Extension 159
Personnel 40% .
Output 60% -

IDENTIFICATION PROCEDURE
The identification of the COES/CODs shall follow this procedure:
I, The Commission issues guidelines and a rating system;

2. The HEIs will be invited to submit a profile based on the criteria mentioned in
Appendix A-Survey For;

The HERO conducts a preliminary survey and screening:

4. The Conmission, through the TPSM, corducts an evaluation of prospective
COEs/CODs,

The TPSM reconunends the list of COEs/CODs to the Comuission; and

6. The Commission issues an Order identifying the COEs/CODs.




CENTER DURATION, RE-EVALUATION ANB/OR RE-CLASSIFICATION

The status uf a wit or instituce in any HET as 2 Center of Excellence/ Development
shall be for three (3) academic years

The seieced COEs/COD:s shail be re-evaluaied after the expiration of its term as
COE/COD to determine if it will be.

1. Re-classified as Center of Excells Center of
2. Retawed i its status, o1
3. Removed from the list of COES/CODs

. OPERATIONAL PROTGCOL FOR THE CENTERS OF EXCELLENCE
AND CENTERS OF DEVELOPMENT FOR SCIENCE AND MATHEMATICS

A. GUIDELINES FOR THE INDIVIDUAL PROJECT CATEGORIES
Vo SCHOLARSHIPS AND GRADUATIE THESIN DISSERTATION GRANTS
4 Undergraduate and Graduate Scholarships
Referto Annexes A and B for the specifications within these sub-categories.

The Commission shall not impose any other regulations on the COEs and
CODs outside the ones specified in Amnexcs A and B.  Matters such as the
aumber of scholars shall be the prerogative of the Center, after the actual grant
and grant duration are taken into account. In the selection and retention of student
scholars, existing or newly developed policies in the insticution may be exercised as
regards the COE/COD project. If new institutional policies are observed, the
Commission requests that these be reflected in the reports to be submitted.

Because the COB/COD fund assistance s cnly for three years and becauss
the duration of undergraduate science degrees is four to five years, the Center is
advised o cither compuic the undergriduate  student’s total - scholarship
requirements with respect to the total project fund or look for other sources to
finance the differential. The Commission shall not facilitate special fund releases
from HEDF for summer classes. If summer classes are required in the program of
the scholar. tuition for these ciasses should be taken from the previous release of
funds.

Liguidation of scholarship stipends and other allowances for grantees shall be
wpoited through a payroll system. Stipends and other allowances are not
considered as income and are therefore non-taxable. Refer to Amex C for the
liquidation requirements for salary/payroll

b. Graduate Thesis and Dissertation Grants
Thesis and dissertation grants shall only he awarded to graduate students who

are certified faculty members or researchers of anather science or mathematics
institution (non-Center designated) and are curvently enrolled in the Center's



designated programs. The president of tho institution to which the faculty or
researcher belongs shall issue a certification attesting to this.

The Center shall be piven the autonorny to implement criteria and sereening
procedure on thesis/dissertation proposals. which it deems supportive of the
institution's rescarch initiatives and thrust and  relevant to regional and national
concerns

The allowable grant shall be PS0,000.00 for dissertation expenses and
P30,000 for thesis production. Upon receipt of the grant, the grantee is expected
to finish the thesis  within o This provision has been  incorporated to
ensure that the Center comiplies with its obligation to liquidate grants received
trom the Comission. .

Liquidation of these funds shall be subject to specific requirements outlined
in the grantee’s proposal. Grantee shall submit a copy of the finished study to the
Commission for record purposes.

FACULTY DEVELOPMENT

A Graduate Scholarship (Refer to Annex B for details)

The Commission recognizes the difficulties encountered by both faculty
members and administration in iimplemeuting a successful faculty development
program. To ensure its suceess. the Commission shall allow cither the grant of a
full o partial salary to the facuity scholar or to a hired substitute on top of the
faculty scholarship grant. following the specifications below. IF the salary for the
faculty scholar is availed of . the salary of the substitute cannot be taken from
the fund. On the other hand. if the salary uf the substitute is taken from the fund,
then the salary of the faculty scholar must not be taken from the fund.

For Centers whose faculty members are undergoing graduate studies under
the COE/COD fuculty scholarship grant, the full or partial safary may be taken
from the project fund. This shall be cousidered as additional incentive o the
faculty members and subject to the usual tax deductions. This option shall be at
the discretion of the department chair, dean or president of the HEL. Afier
completion of the graduate program. faculty members must immediately serve
their sending institution for a period which is twice the duration of the
scholarship if the seholarship included a salary incentive. If the faculty scholr
opts not to receive his full or partial salary. a 1:1 service obligation shall apply,
as given in Annex B.

In cases where the faculty finishes the degree but does not comply with the
return service requirements, he must refuad the amount of scholarship fund and
salary incentive_ceceived plus 12% of the over-all grant. In cases of

of return scrvice requi the balance of the return service
shall be converted to the monetary equivalent, wherein the scholarship grant or
salury incentive. whichever is higher. plus 12% add-on, shall be refunded. On
the ather hand. if the faculty member terminates the scholarship prematurely, he
shall refund the amount of scholarship and salary incentive plus 12% of the over-
all total or he shall render service to the institution for twice the period of the
grant.




The Commission reserves the right to inspect the contracts (Appendix T
signed for the above stipulation) and may recommend changes favorable to
public interest. Exemptions and lowering. of penalties of the foregoing will be
subject 1o submission of full justification of circumstances/reasons by the non-
complying party. The decision of the Commission shall be final.

The Commission recoguizes the administrator's difficulties of Icm))omrlly
reducing the Center's teaching manpower due to study leaves. The
thus empowers (he Center to temporarily augment this situation by employmg
teplacenents for its COEICOD facully seholars. Salaries of the replacements
may be drawn from the COE/COD project fund. provided all HEDF-COA
iquidation requirements are met. (Refer (o Annex C under payroll.)

Liquidation of disbursements under this sub-category shall be subject 1o the

payroll system.
b, Graduate Thesis and Dissertation Grants
Faculty members awarded grants for thesis or dissertation shall not be

subject 10 the sume conditions/options given under Faculty scholarships. Please
refer to the b. Y under and Graduate

<. Faculty Development and Training

es for workshops and conft attended, focally or i i
shall follow the allowable _expenditures and HEDF-COA liquidation
requirenients outlined in Annex C.

xpens

. EQUIPMENT PURCHAS!

“Procurcment or the acquisition of property, supply and equipment is one of the
largest activities the government undertakes in the performance of its role as provider
of multiple and wide-ranging variety of services to the public and other agencies.
Governed by comples laws, rules and regulations, it requires (he participating partics
10 be Familiar not only with its various procedures but also with the cotresponding
regulations and jurisprudence. The enormous fund outlay being put into the said
activity necessitates that it be systematized and be simplified to assure that the value
for goverment's money is obtained" (COA-PTTAF, 1997).

COBs and CODs should refer o the 1997 Commission on Audit-Policy
(COA-PTTF) Manual on Procurement or the General
Accounting and Auditing Manual (GAAM) V1.2 for proper guidance.

The following is a summary of the salicat points on procurement:

For an equipment purchase whercin the cost per piece or total amount is
P 500,000.00 or above. public bidding is required;

Creation of a Pre-qualification, Bids and Awards Commitiee (PBAC) is
necessary prior to holding of  public bidding;

For equipment purchase wherein the cost is less than P 500,000.00, other
forms of procurement procedures niay be wtilize




d. In order to prevent circumventing the 1equirements for public bidding, COA
testricts splitting of purchases, ie. division of procurement of the same
materials/services.

I the cas. of public bidding, all participatug entities should post a bond. In case
the winning party can not comply with the terms of the bid, the award will be cancelled
and the posted bond will be forferted. The bond in this case shall be incorporated into
the institutions’ COE/COD grant

For quick and easy reference a basic sunnary of public bidding and the other
forms of procurement is outlined under Annex D of this manual.  Liquidation
requirements are found in Annex C.

4. LINKAGES

Travel. both local and intemattonal, shall be subject to the allowable govemment
expenditures and liquidation processes listed in Annex

3. OTHER SCIENTIFIC ACTVIIES

Tins category includes other functions that the COEs and CODs may consider
relovant to enhancing its basic capabilities i the academe, research o extension
aspects

Liquidation of expenses falling under this category such as acquisition of chemical
supplies and materials for research shall be governed by the procurement requirements
under Annex D and subject to the liquidation requirements under Annex C

Itis recommended that COE/COD research proposals be submitted for competitive
funding under CHED's National Higher Education Research Agenda rather than
through the COE/COD project find in order to maxinize the utility of both project
funds

In cases where researches ars submited for publishing in intemational refereed
jounals and publication incentives are granted to faculty researchers, copies of the
published documents shall be submitted (o the Commission for record purposes.
Supporting decuments should also be given as indicated under Amex C. The
publication incentives shall be liquidated through the payroll systern.

B. MONITORING AND EVALUATION
L COECOD MONITORING REPORTS

a. REPORT ON THE PRELIMINARY DATA PRIOR TO COE/COD
FUNDING

The Centers of Excellenice and Centers of Development for science and
mathematics will be asked to accomplish the attached CHED COE/COD Formn
Nos. LI-L.5 (Appendix B) The data wiil senve as the initial data of the
Commission for each participating institution before the COE/COD project is
implemented



The data will also be used as the baseline/preliminary data for comparison
with the final data to be cubmitied before project wrap-up by year 2001
Institutional performance . fine with the COE/COD project will be assessed
through this companison and will alse be vased ou the critical evaiuation points
siven by the Technical Panel 3 each of the areas

1. FORM DESCRIPTION

Fomn | - Preliminary Data Form (Appendix B) - the basic information
From the snstitution/department prior to the COE/COD project implementation
Specific form sub-desciipions are as follows

it Institutional Profile
12 Faculty Data

13A  Undergraduate Sdent Data

138 Graduate Student Data

4 Graduation Data

(8] Existing Facihties and Equipment

BI-ANNUAL REPORTS

The Centers shall accomplish CHED COE/COD Form Nos. 2-6, focusing
on the priority categories identified by the Commission. These forms shall
serve as the Commission’s progress monitoring instrument. Initial form
submissions must include full detail of the individusl project component being
monttored. Subsequent submissions shall only be updates of the previous data.
If no changes have been made. the COE/COD need not subnit any of these
form. Fomms 2 and 3 are necessary reports and shall be submitted on a bi-
anawal (semestral) o ri-semester basis, as the case may be

(1) FORM DESCRIPTIONS

Form 2 - Scholarships and Grants Data Form (Appendix C) - report
on student-scholar profile supported through the COE/COD grant.
Must include data on the performance of the studeat and the

his The Department’s
plans for bis future role may alko be included in the veport.

2.1 Undergraduate Student Scholarship

2.2 Graduats Student Scholarship

2.3 Thesis and Dissertation Grants
Form 3 - Faculty Developmert Form (Appendix D) - report on the
status of faculty developiment component of the COE/COD under the
project grant.

3.1 Faculty Scholarship/Grant

3.2 Faculty Dewelopment and Training

3.3 Thesis and Dissertation Grants

i Form 4 (.1} Newly Purchased Ligipment (Appendix E) - report on
the newly acquired equipment through the COE/COD project grant.

-10-



Form 5 - Linkaze (Appendix F) - report on the linkages/outreach/
extension service

5.1 Nationo! Linkages
5.2 Intemational Linkages

Form 6 - Orher actvities iAppendix G) - report on the other
activities/agenda of the Center unclassifiable under any of the above
but still supported through the project grant

6.1 Researches
6.2 Pubheations.

3 Forums. Seminar-Workshops and Conferences Conducted

(2) FORM ACCOMPLISHMENT GUIDE (for FORM NOS. 1-6)

Form .1 - 1.5+ Fill-n the required information. Write NA in box if
no information is available/applicable

Forn 2.1 - 22+ Fill-w the required information.  Use the following
grading scheme:

Ex

ellent - exemplary academic performance with great
promise of finishing the course in time

Goud - above average academic perfomiance with good
promise of finishing the course in time.

Giood - average academic performance  with good
promise of finishing the course in time.

Pass - fair academic performance with promise of
finishing the course in due time.

Failed - poor academtic performance. Discontinued.

Institutions with different grading schemes may formulate their
own provided that only the semester average score bracket is altered
and the remarks maintained. Such alterations must be indicated in the
forms when submitted. Write NA in box if information is not
available/applicable

Formu 3.1- 3.2 - Fillin the required information per bos. For Column
2 of Form 3.1and 3.2 use the following:

Form 3.2 Column 2 (Type

5
Form 3.1 Column 2 (Form of of Training)

Assistance)

GS-MS - Masters Scholarship | W - workshop

(GS-PhD - Ph.D Scholarshij C - conference
TG - Thesis Grant
DS - Dissertation Grant

-




The same grading scheme may be used for faculty
scholarships. Averags score bracket may  be akiered, provided the
sneral yemarks are maintained

w. Form 4.1- Fill-an Columns 1-4. For Columns S and 6, fill-in the
boxes_using the followmny _
Column 5 (Natwre of Usage) | Columu 6 (D
FR - Facultyprofessional H- high degree
| Research .
GSK - Graduate Student M - medim degree
Rescarch _
USR - Undergraduate L - low degree
Student Research
Oer Purposes (Should be ! NU - ot used at all j
Indicated)

v. Form 5.1+ Fill-n the box.
vi. Form 6. - Fill in the box.

2 INDEX QF COMPARISON

The Center shall submit an index of comparison indicating the progression in each
of the categorics  The index of comparison form (Appendix H) is a summary of
accomplishments for each category per semester. K will be the basis for primary
assessment by the HEROs. On the first year of implementation, ~this should be
submitted before the second semester and then every semester thereafter.

3. FORM PROCESSING

The Centers shall forward to the HEROs the acconplished forms for initial
progress assessment and record purposes. The HERO shall then forward the original
forns and the results/findings of their assessment to the Secretariat for Science and
Mathematics at OPS, CHED Central Office. The secretariat shall then prepare a
project assessment ceport for_evaluation by TPSM and its Sub-Panels. The
recommendations of TPSM and its Sub-Panels regarding the COE/COD project shall
be based on these reports.

Reports shall be filed sy the secretariat as perpetual records of the Commission

CHNI

4. VISITATION BY MEMBERS OF THE T1

(L PANEL AND TECHNICAL
SUB-PANEL § FOR SCIENCE AND MAT s

The members of the Technical Panel and/or Technical Sub-panels shall conduct
penodic visits to the COE/COD institutions to assess the status of the project. The
institutions will be notified of these visits beforehand.

S CHECKLIST OF QUALITY INDICATORS 70 BE USED FOR THE
MONITORING AND EVALUATION OF THE COECOD PROJECT

The checklist of quality indicators to be used for the monitoring and evaluation of
the participating Ceners are outlined by arca specialization in Annex E.

-



€. CHED-HEDF-COA GUIDELINES FOR FINANCIAL PROCESSING

L BASICS N THE COECOD FUNL AND UND REL

‘The fund assistance from HEDF comes fiom public funds, raised as stipulated
under Section 10 of RA 772 These funds an: subject to government procedures on
disbursement and audit. Auditing and accountug procedures for private institutions
chosen as CODs and COEs shall follow COA Clircular No.96-003: public institutions
shall follow COA Circular No. 94-013. Points from these circulars applicable to the
project have been outlined accordingly m the main body and Amnex C of this guide

Each of the Centers shall receive the toral amount allocated per year in two.
tranches. The first tranche will be released in May while the second tranche will be.
given in October. A Center of Excellence shall be allocated P 1,500,000.00 per
tranche: a Center of Development will receive I 500,000 00 per tranche.

The lump -sum amount/per tranche will be che total amount due to the university,
depending ot how meaty CODS/COES have been chosen in the university. Lump-sum
veleases to the wnivesities are favored against fund releases to each of the Centers
withiu the unversities 50 there is greater flexibility in utilizing the fund. This also
reduces the operationl needs of the project, such as manpower hours, use of supplies
and materials. etc.. o the side of the Commission

HEDI? REQUIRKMENTS PRIOR T INITIAL FUND RELEASE
Common Fund Concept

The comumen fund concept begins wih the opening of a single bank account
with the Land Baxk of the Philippines. The account shall be called CHED HEDF
Account for COZs/CODs. This will be the only bank account for all CHED
approved projectsin the institution. All HEDF funds will be released through this
account.

‘This direet trinsfer of funds from the IHEDF to the institution's Land Bank
account will speel up the remittance of money to the COEs and CODs. The
institution should issue an official receipt to the HEDF when the amount is
credited n its accaunt

The COE/CCD PROJECT COORDINATOR shall be any high-ranking
school official in the university (from the president down to the dean). He will be
tesponsible for deciding upon major matters, ie. final approval of project
components, approval of appropriate documents, fund appropriations, etc.

The COE/COD PROJECT IMPLEMENTORS are the school administrators
(institute diroctor, degartmant chair or division supervisor) who will execute the
plans of action in the ayproved project proposals.

Fund appropriations for each of the Centers shall be determined by the
COE/COD project coordinstor, after due consultation with the project
implementers. . The COE/COD project coordinator shall be given the option to
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allocate th appropriate amouat per trauche for each Center (if there is more than
one Center in the instiuiion) He may allocate a lower or higher amount
depending on the Center's need and the limititions of the tranche release.

3) LIQUIDATION REQUIRIMENTS PRIOR T0) SUBSEQUENT RELEASE

Subsequent relases for the COE/COD grant shall be based on the amount of
unhiquidated funds in the institution's COE/COD account. Before the next tranche is
released., the mstitution should hquidate at least 75% of the previous release The
following should be submted:

a. Officral liquidation documents
b, A copy of ths book bafance of the bank account

¢. Fund status repart certified by the chief accountant of the institution and verified
by the intermal COA auditor, aplicable 1o SUCs (samples under Appendix U
and V)

d. Report of Ditbursement by disbursing officer, applicable to private institutions.
(Appendix W}, Accountable officer shall be the COE/COD project coordinator
Report shal b2 noted by the institution president, if s/he is ot the signatory as
accountable officer

LIQUIDATION REPORTS shall be submit-ed every quarter (April, July, October
and January) TRANCHE RELEASES/FUND REPLENISHMENT shall be per
semester (May and Octaber). Two-quarter liquidation reports shall constitute the main
liquidation report fr a single tranche release. The liquidated funds in the two-quarter
reports should total 75% of the previous tranche relase.

Liquidation reforts from the different Centers within the institution should be
submitted in a singk. centralized report.

OTHER GUIDELINES
L. ADMINISTRAZIVE COST

The institution may appropriate maximum 3% of the total grant and charge it as
administrative cos. Administrative cost shall be limited to expenditures for
consumable materiils such as papers, printer inks/toner etc. They shall also be
subject to the samy auditing and procurement procedures under Annexes C and D
Equipment. such 15 photocopiers and facsinule machines may NOT be procared
through this grant No part of the fund may be given as additional compensation to
any adinistrator o staff of the institution.

2. PROVISIONAL CHANG

N IN THIE

UBMITTED PROJECT PROPOSALS

The difforett Centers  may make provisional changes  in their budget
requirements, i.e re-alignment of firances for eich of the categorical specifications in
the approved woposal. However, these changes have to be submitted to the
Commission and must be approved by the Comunission before they are implemented.

TS



3. EARNED BANK INTERESTS OF THE COL COD FUND

Any bank mterest eamed by the COE/COD project fund while under the
participating institution’s account shall be treated as part of the fund. The interest may
be used in any of the stipulated project categorres i this guide and subjected to the
same fiquidation and auditing procedures

4. GUIDELINES DURING THI: SE O THE PROJECT

RMIN:

Liquidation of the terminat/final fund release may be submitted in a year's time
Auy unutilizad fund shall be retumed to the Commission within 30 days afier the
official date of termination/complation of the project. Within 60 days afer completion
of the project, the Center shall issue a certificaie of completion. The Commission on
the other hand shall issue to the Center a certificate of acceptance of the project

outcome.

E. IMPORTANT CUT-OFF DATES

2nd Friday of January

4th Friday of January
4th Friday of April

2nd Friday of May

4th Friday of May

2ud Friday of July

4th Friday of fuly

2ud Friday of September
4th Friday of September

2nd Friday of October

4th Friday of October

Deadline for submission of the Center's 3rd quarter
tiquidation report for the second release to the HEROs
Deadliuie for submission of the 3rd quatter liquidation
reports for the second release to the CHED Central Office
by the HERO

Deadline for submission of the Center's monitoring and 4th
quarter liquidation reports for the second release to the
HEROs

Deadiine for submission of the monitoring and 4th quarter
liquidation roports for the second release to the CHED
Central Office by the HERO

Transfer of HEDF's first release

Deadlive for submission of the Center's Ist quarter
liquidation report for the first release to the HEROs
Deadline for submission of the st quarter liquidation report
for the first release to the CHED Central Office by the
HERO

Deadline for submission of the Center's monitoring and 2nd
quarter liquidation reports for the first release to the
HEROS

Deadline for submission of the 2nd quarter liquidation
repart for the first release to the CHED Central Office by
the HERO

Deadline for submission of the monitoring and 2nd quarter
liqudation reports for the second relcase to the CHED
Central Office by the HERQ

Transfer of HEDF's second release

et



. REPEAL

All other CHED ssuances inconsistent with the above guidelines are hereby repealed
and’or modified.

v, EFFECTIVITY

These guidelines shall take effect immediately and applicable until project termination
in vear 2001

16~



ANNEX A
UNDERGRADUATE STUBENT SCHOLARSHIP PROGRAM
1 Coverage
Effective School Year (SY) 1993-1999. Student Scholarship Program shall be awarded to

deserving incoming college freshuen who will be taking up Science and Mathematics courses in the
Cauters of Excellence (COEs)/Centers of Development (CODs)

2. Qualifications of Applicants
An applicant should possess the following qualifications

2.1 Must be cemified by the school principal as belonging to the upper 15% of the igh school
graduating class Science and Technology oriented high schools may nominate any nurber of
applicants from their graduating classcs.

2.2 Must be in good health as certified by a registered physician;

2.3 Must be of good moral character as certified by the scheol principal:

2.4 Must not be a holder of another govemment scholarship grant;

2.5 Must pass the scholarship examination conducted by the COE/COD;

26 Must have no pending application for resident immigrant status for the USA or any other
country.

Philippine Eduation Placement Test (PEPT) passers with an average of 83% and above as
certified by the National Education Testing Research Center may apply.

3. Where to Secure and File Application for the Scholarship

Application for scholarship may be filed with any of the COES/CODs whece the applicant wishes
to study. v

Documents to be submitted are the following
3.1 Certification from the high school principal that the applicant belongs to the upper 15%
of the graduating class, or PEPT results certified by NETRC;
Health certificate from a registered physician
Centification of good moral character from th School Principal
Certification from the parent that the applicant has no pending application for
immigration to the USA or any other country. and
3.5 Two recent photographs (1™ 17).

P

4. Scholarship Privileges

Applicants who qualify in the scholarship examination conducted by COE/COD wiil receive the
fallowing benefits:

Monthly stipend: P1,500/month x 3 months P 750000
Tuition & other school fees:  P3,500/sem x | semester 3,500.00
Bock Allowance PS00/sem x | semester 500,00
ROTC wniform allowance (1" year only) 25000
Per Regular Semester P 11,750.00
Per Two Regular Semesters P 23,50000




For Summer: (only i required by the curricular programn)

Tuition Fee P1,50000
Stipend (2 months) 3,000.00
Book allowance. 30000

Per Summer P 480000
“Total per student per year (2 regular semesters and summer) P28,300.00

Areas of Study

The grantees shall wnroll in science (biology. chemnistry, marine  sciences or physics) or
mathematics courses in designated Centers of Excelience  (COEs)/Centers  of  Development
(CODs). During the period of grant, the grantee may shift to other science and mathematics courses.
but may not shift to other courses

6. Admiuistration of Scholarships
6.1 The scholarships shall be administered in the Centers of Excellence (COE) and Centers of

Development (COD). The COE/COD shall

611 Designatea Scholarship Coordinator;

612 Adwinister the scholarship program including the selection of scholars in accordance
with prescribed guidetines.

613 Send a Notice of Award specifying the deadline for replying to the scholarship offer
and the date for the contract signing. The Notice shall include a request for the
scholar te bring the following documents:

a. Parent’s residence certificate
b. Documentary stamp
¢ Notarial fee
wardee's birth certificate (in case citizenship is not established)
6.1.4  Disburse the monthly stpend and other allowances t the student

6.2 A scholarship agreement shall be signed by and between the COE/COD, the scholar and his
parent or legal guardian. The COE/COD shalt
21 Verify tho identity of the awardee through his information sheet:
622 Give the awardee and his parent(s) time to -cad the agreement;
623 Instruct awardee and pareut to sign all pages of the agreement; and
624 Issuea Letter of Admission to the Registra~

63 The scholar shall shoulder the expense for the notarization of the Contract.

6.4 CHED and the Higher Education Regional Office (HERO) shall be provided a copy of the
notarized contract:

65 A masterlist of scholars i the COE/COD and a performance report shall be submitted to
CHED in accordance with the undergraduare scholarship monitoring report

Roles and Responsibilities
7.1 Commission on Higher Education (CHED)
7.0 lssue policy guidefines for the scholarship program.
7.2 Provide budget allocation for each COE/COD and transfer the amount based on the
approved line-1 item- budget in accardance with CHED grants-in- aid conditious.



72 Centers of Excellence (COEs)/Centers of Development (CODs)

Administer the test to seledted scholars

Admunister the scholarship program.

Develop a database on the scholarshi

Submit perrodic furancial and technical reports to CHED and HERO in accardance

with CHED grans-in-aid conditions.

725 Liquidare the scholarship fund after the end of each semester aud have it audned by
the Residant COA Auditar tfor SUCs) or the Resident COA Auditor of the CHED
Regional Office (in the case of private HEls) and forward the same to CHED for
vecord purposes.

her Education Reghonal Offices (HEROs)

Perforin an oversight function for CHED with regards to the Scholarship Progmm.

Submit to CHED a report on the scholarship status of scholars at the end of every

semester/term.

733 Monitor and give feedback to CHED an the status of scholars who are rendering
service obligation in the region

734 Collaborate with COE/COD and other agencies to monitor the supply and demand for

science and mathematics experts in the region

7 4 Scholars

74.1 Enroll immediatdy upon receiving the award.

742 Maintain a satisactory academic performance in accordance with the COE/COD
Guidelines.

743 Canythe prescribed academic load as spec:fied by the COE/COD.

744  Maintain good maal character and good health.

745 Complete the couse within the prescribed duration

746  Find employmen/teach preferably in his home region on a full-time basis along his
field of training or a minimum peried equivalent to the fength of time the scholar
enjoyed the schohrship

747 Shoulder all addiional expenses in case of failues

75 Parents

751 Assume the civil kabilities of the scholar as cited in the scholarship agreement as well

as his civil liabilitas in favor of other persous.
Shoulder the medzal and other expenses of the scholar in case of sickness, disability
or death
753 Provide for his ober expenses that are not specifically mentioned in the agreement.
754 Help and coaperce in the moral, spiritual and mental developmeat of the scholar.
7.5.5  Assume the obligtion to pay the scholar’s obligation in the event that he refuses to
comply with the povisions of the scholarship contract.

75

2

7.6 COE/COD Coordinators

761 Provide technical ssistance to scholars during the registration period, e.g. advising in
the selection of sujects and units to be enrolled

762 Orient all the schears regarding university policies.

763 Collect periodic rports such as registration fonns, grades, etc. from the scholars.

7.6.4  Monitor the scholrs’ performance during the semester.

765 Recommend and facilitate issuance of student clearance and other credentials of the
scholars



Service Obligation

Upan completion of s degree, tie scholar shall immediately render service preferably in the
veggion along his field of traiming for & minuum period equivalent to the length of time that he
enjoyed the scholatship
If the scholarship is terminated during his 3** or 4" year, he shall either: refund the total
financial assistance plus 12% interest. or render service to the country equivalent to the length of
time he enjoyed the scholarship.

Deferment of service bligation may be allowed in any of the following cases:

8.1 Local Studies
+ With scholarship
- Letter of request for the deferment of service obligation
- Copy of the scholarship contract

*  Personal expense
Letter of request for deferment of service obligation

§. 20ut-of-Country Study
« With COE/COD Scholarship
- Letter of request for deferment of service abligation
- Copy of the scholarship contract with COE/COD

+ Personal Expense
- Letter of request for deferment of service obligation
- Execute supplemental agreement
- Post surery bond

. 30ther Reasons
« Travel abroad
- Execute supplemental agreeinent
- Post surety bond



ANNEX B
GRADUATE SCHOLARSHIP PROGRAM

L. Coverage

tive schoolyear (SY) 1993-1999, the Graduate Scholarship Program shall be awarded to
deserving Science and Mathematics faculty members coming fiom institutions offering Science aud
Mathematics This shall be for full-time study towards a master’s or doctorate degree

Qualifications of Applicants

An applicant should possess the following qualifications

2.1 Must be certfied by the scaool president as a full-time science/mathematics faculty member:
Must be of g00d moral character and must be clear of any administrative charge:

Must be in good health as certified by a reistered physician: an

54 Must have no pending apelication for resident immigrnt status for the USA or any other country.

3. Where to Secure and File Application for the Scholarship

3.1 Atthe Centers of d Centers of for d

3. Scholarship Privileges

Applicants who qualify w the scholarship program shall receive the following:

s

Stipend: P4,400/month (5 months? P 22,000.00
Tuition fee: actual not exceeding P13.000.00/semester 14,0000
Book Allowance P2 2,500.00
Travel Allowanee: P 3550000
Per Semester P 42,000.00
Thess Writing: 30,000 P 30,000.00

PhD.
Stipend: PS,500/month (5 months) ?27,500.00
Tuition fee actual not exceeding P14,000.00/semester 14,0000
Book Allowancs  P2,500/semester 2,500.00
Travel Allowance: P3,500/semester __3.50000
Per Semester 47,500.00
Disertation: ~ P50,000 ©50,000.00

Short-Tern Courses.
Trining fee (shoit-term}) P 6,000.00
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Areas of Study

5.1 The faculty :dml'ws)np seants will be in the areas of science and mathematics

5.2 The scholarship for fulltime study towards a master’s or doctorate degree in
Science/Mathemai

5.3 The scholar should enroll anly in designated COEs/CODs

Administration of Scholurships

6.1 Centers of Excellence (COES) and Centers of Develooment (CODS) shall
he sciolarship program including the selection of scholars in accordance
with the proscribed guidelines.
612 SendaMotice of Award specifying the dead.ine for replying to the scholarship offer and
The Notice shal include a request for the scholar to bring

the following documents.
2 Documentary stamp
b Notarial fee
¢ Awardee’s birh certificate (in case citizenship is not established)
613 Disbursethe monthly stipend and other allowances to the scholar

6.2 A scholarshup agreement shall be signed by and between the COE/COD and the scholar. The
COE/COD shall
621 Verify the identityof the awardee through his mformation shect:

621 Give the awardee tme to read the agreement. and

623 lnstruct awardee tosign all pagos of the agreement.

The scholar shall shoulder hie expenses for the notarization of the Contract.

6.4 CHED Central Office andthe Higher Education Regional Office (HERO) shall be provided a
copy of the notarized contriet: and

6.5 A masterlist of scholars ir the COE/COD and a performance report.shail be submitted to CHED
in accordance with the graluate scholarship monitoring report

Roles and Responsibilities

71 Commission on Higher Iducation (CHED)
711 Issue policy guicelines for the scholarship program.
712 Provide budgetallocation for each COE/COD and transfer the amount based on the
approved line-! tem- budget in accordance with CHED grants-in- aid conditions

7.2 Centers of Excellence (COEs)/Conters of Development (CODs)

Aduminister the tat to selected scholars.

Administer the scholarship program.

Develop a darabise on the scholarshi

Submit periodic financial and technical reports to CHED and HERO in accordance with

CHED grants-inaid conditions.

725 Liquidate the sctolarship fund afer the end of each semester and have it audited by the
Resident COA Auditor (for SUCs) or the Resident COA Auditor of the CHED Regional
Office (in the ca of private HEISs) and forward the same to CHED for record purposes




73 H\gler Educstion Regional Offices (HERQs)
751 Perform an oversight function for CHED with regards to the Scholasship Program
732 Submit to CHED a report on the scholarship staws of scholars at the end of every
semester/teim
3 Monitor and wive feedback to CHED on the status of scholars who are rendering service
obligation in the region
734 Collsborare with COE/COD and other agencies to monitor the supply and demand for
science and mathematics experss in the region

7

Scholars

741 Enroll immadiately upon receiving the award

742 Maintain 2 satisfactory academic performance in accordance with the COE/COD
Guidelines.

743 Carry the prescribed academic load as specified by the COE/COD

744 Maintain good moral character and good health

745 Complete the course within the prescribed duration.

746 Find emplovmentteach preferably in his home region on a full-time basis along his field
of training for a minimum period equivalent to the length of time the scholar enjoyed the
scholarship

747 Shoulder all additional expenses in case of failures.

7.5 Parents
751 Assume the civil liabilities of the scholar as cited in the scholarship agreement as well as
his civit liabilities i favor of other persoas.

752 Shoulder the medical and other expenses of the scholar in case of sickness, disability or
death
753 Provide for his other expenses that are not specifically mentioned in the agreemeat.
754 Help and cooperate in the moral, spiritual and mental development of the scholar
755 Assume the obligation to pay the scholar’s obligation in the event that he refses to
comply with the provisions of the scholarship contract
7.6 COE/COD Coordinatars

76.1  Provide technical assistance to scholars during the registration period, e.g. advising in the
selection of subjects and umits to be enrolled.

7.6.2 Orient all the scholars regarding university policies.

763 Collect periodic reports such as registration orms, grades, etc. from the scholars.

7.6.4  Monitor the scholars’ performance during the semester

765 Recommend and facilitate issuance of student clearance and other credentials of the
scholars

Service Obligation

Upon completion cf his degree, the scholar shall immediately render service preferably in the
region along his field of traming for a minimum period equivalent to the length of time that he
enjoyed the scholarship

I the scholasship is terminated during his 3" or 4° year, he shall either: refund the total financial
assistance he plus 12% interest: o render service to the country equivalent to the length of time he
enjoyed the scholarship




Deferment of service obligation may be allowed in any of the following cases

3§ Local Studies
Wit scholarship
- Letter of request for the deferment of service obligation
- Copy of the schelarship contract

« Personal expense
- Lefter of request for deferment of service obligation

8 20ut-of-Country Study
o With COE/COD Scholarship
~ Letter of request for deferment of service obligation
- Copy of the scholarship contract with COE/COD

o Personal Expanse
- Letter of request for defsrment of service obligation
- Execute supplemental agreement
. - Post surety bond

$. 30ther Reasons
* Travel abroad
- Exceute supplemental agreement
- Post surety bond

3] RS



ANNEX €

ALLOWABLE EXPENDITURES AND LIQUIDATION PROCEDURES

The following rules shall apply
a Only the following shall be honored for liquidation purposes

i Original proof of billing (e.x. bus, plane and boat tickers, meal receipts, etc);
and documents marked "fficial receipt*

ii. Orginal copy of sigued certificate of appearance:

il Certified true copy of other forms of c2 tificates received;

iv. Original copy of signed list of attendees for meetings, forums, workshop-
conferences, etc; and

V. Original copy of signed documentary requirement forms

b No Affidavit of Loss for a missing original receipt or document will be accepted
and considered for liquidation:

o

Number of forms to be submitted shall be as follows:

i Authority to travel - single copy

ii. Tinerary of Travel - triplicate copies

it Certificate of Travel Completed - triplicate coptes

iv. Authority to Hold Activity - single copy

v. Authority to Reimbursc - single copy

Vi. Requisition and Issue Voucher - four copies

vii, Centificate of Acceptance - single copy

vl Certificate to Justify Emergency Purchase - single copy
ix. Reimbursement of Expense Receipt - sirgle copy

Cash advances for expenses involving travel and semivar-workshop activities may be
withdrawn. Before they are relcasd, however, the following documents must first be
submutted:

a  Authority to travel or travel order:

b Ttinerary of travel; and

¢ Authority to hold a seminar-workshop o a related activity.

A cetification of fund availability from the account officer shall be issued before
travels, procurciments or seminar-warkshop activitics begin.

PAYROLL

The Commission does not approve of hiring personnel who will manage the
COE/COD project in the Center and whose salary s taken from the fund. The tem
“payroll” serves only as a guide in the liquidation process for scholarships, grants and
ather faculty/researcher incentives.




L1 ALLOWABLY:

Ll

Undergraduate Scholarships

a. Tuition - P 3,500 0 per semester: # 1,500.00 per summer

b. Stipend - P 1,500 00 per month for two semesters or three terms; P
3,000.00 per summer

¢ Book Allowance - P 500.00 per semester: P 300.00 per summer

d. ROTC Uniform Allowance - P 50000 ifor 1™ year only)

Graduate Scholarships (Masters and PL.D.)

a. Tuition ~actual amount per semester not exceeding PhP 14,000.00
b Stipend - PhP 4.400.00 per month for MS; P 5,500.00 per month for
PhD

<. Bock Allowance - PP 2.500.00 per semester

& Training Fee for short- term Coursas - P 6,000.00
115 Faculty Salary lncentives
The full or partial salary of the faculty or his substitute shall be based on
the standard faculty compensation in the institution with regard to the level or
tank of the faculty scholar during the fime of the grant. Both shall be subject
to tax deductions since they are considered as income.
114 Graduate Thesis and Dissertation

‘The maximum amounts shall be.

a. Thesis - P 30,000 00
b, Dissertation - P 50.000.00

115 Research/Publication fncentives

The maximum incentive to be given to a faculty researcher for every
intemationally refereed and published joumal article or any other publication
field shall be P 50,000.00. If the other authors are members of the same
Centar. the amount shall be divided equally among them.

1.2 LIQUIDATION PROCEDURE

The above categories shall be subject to  tequitements given under columu 1t
below. The payroll form should include the name of the payee. amount paid
(including breakdown for ofher incentives received, tax deductions, etc.) and
signature of payee.

Category Liquidati

Undergraduate Scholarships | &1 Payroll
Copy of signed and notarized contracts
(for initial liguidation only)

26-
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Graduate Scholarships Pagroll
Copy of signed and notarized contracts
{for initial liquidation only)

Faculty Salary Incentives Payroll

Graduate Thesis and
Dissertation

Payroll
Copy of signed and notarized contracts
Original receipts used for_the study

Research Incentives Payroll
Proof of actual billing

Copy of the publication

o]
=
2
=
EA_Copy of final paper
“
]
=

TRAVEL

2.1 Inclusive Parameters

Expenditures shall include

Twomoe oo

Fare for buses, trains, airlines and boats/ships
Subsistence, lodging and per diem allowance
Chartered boats, launches and automobiles (taxi)
Transportation of baggage

Hiring of guides or patrols

Transfers

Road tolls

Parking fees

Gasoline for private vehicles shall not be charged against the fund, even if the

vehicle was used in relation to a COE/COD project. The personnel concemed
however may request for reimbursement of the equivalent cost of the customary mode
of transpartation as outlined below. Circuitous outes or side trips may not be charged
against govermuent funds.

‘Travel shall cover expenses for these activiies:

Travel related to thesis or dissertation;
Attendance in conferences or seminar-worhshops:
Academic/research exchanges: and

Auy other activity that may cntail travel.

aoasn

For thesis or dissertation studies, travel expenses are allowed within the limits
ofthe grant Howevar, no additional funding will be given to the grantee.

2.2 Basic Definitions

a. Permanent Official Station - place where the official or employee is expected to
stay as required by the nature of his duty. Should not be confused with territorial

jutisdiction, which covers the sphere where duties are exercised.

Travel Tume - the period of actual departure from and arrival at the permanent

ofticial station. For countries outside Asia, this means 3 days before and 3 days

afler the function. For Asian and domestic travels. travel time shall be | day
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before and | day afer For per diem for foreign travel, travel time shall mean
actual travel o the venue and retum to the Philippines. Per diems nay not be
given while the grantee is stll in, or has resumed to, the Philippines
Travel Expense or Per Dient - allowable travel expenses for goverument officials
and employees Divided into travel allowance, which includes inland
transportation within the arca of temporary wark assignment or residence, meals
and othe incidental expenses and lodging. For local and foreitm travels, per diem
is P 300 00 and USS 300 00 respectively. Per diem for local travel is considered
non-commutable. and 1s therefore not subject to proof of expenditures. However,
a portion of the per diem for forcin trips is commutable
d T Expense - allowabl expenses via - land, sea or air.
Transportation expense covers actual trave to and from permanent official station
and area of temporary work assignment or residence
Commutable Expenses - expenses that are subject (o official and original receipts
or other proofs of expense, such as Reimbursement of Expense Receipts (RER,
see Appendix Q).

23 ALLOWABLE

23,

LOCAL TRAVELS

Permissiale government travel expense is P 300.00 per day regardless of
xank and position. The P300.00 is divided into P 20000 travel allowance for
inland transportation. meals and othe: incidental expense and P 100.00 for
lodging. Clams for expenses below P 30000 do not require proof of billings.

Claim for reimbursement of travel expense above P 300.00 shall be
allowed, Provided that (a) a certification by the institution's project
coordinatoris issued resarding its absolute necessity and the appropriate bills

! and receipts are presented.

Ve albwable class for air travel is the economy section; for local sea
and land tratsport, one may travel first class. The allowable hotel class is a 3-
star certified hotel. Transport and lodging expenses beyond these classes
should be supported by a written justification acceptable to the Chairman of
the Commission or his designated official

Claum fir the full travel expense of P 300.00 may be given if the person
was away fiom the official station for one (1) full day. If he was away for
less than a cay, the allowable claim is.

A full amount - if he left the permanent official station before 12:00 noon.

b, half ofthe travel allowance and full amount for lodging - if he left the
permarent official station after 12:00 noon

¢ half of the travel allowance - if he retumed to the permanent official
stationbefore 12:00 noon

d  full anount of travel allowance - (fhe retumed to the permanent official

stationafier 12:00 noon

No clam shall be allowed for travel within the limits of the city or

municipaliy. or in the case of the National Capitol Region. within the

Metropolitin Manila Area, where the permanent official station is located

Claum for ravel expense within the 50-km radius from the outskirts of the

> city or muicipality where the permanent official station is located shall be




aliowed upon presentation of appropriate bills. Allowable travel expense in
thus case shall not excead P 200.00.

Allowable transportation expense shall be the actual fare/rate of the
authorized means of transportation from the permanent official station to the
aren of temporary work assignment or residence. This shall also cover
cidental expenses including

4 twmnsport from che office or residence to the point of embarkation
faurport, pier or bus station)

b, ttansport from the point of embarkation to the point of debarkation in
the destination

c tansport from the point of debarkation to the temporary work
assignment or residence and. back

Transportation expense shall not cover expenditures within the area of
temparary assigament or residence since these should be covered by the
travel allowance provided i the per diem/travel expense.

Ofticials or employees of the Ceoter who travel may withdraw cash
advances subject to the approval of their authority to travelitravel order
(Appendix M) and itinerary of travel (Appendix N). Upon completion of the
travel. the grantee shall subnut to the account officer within thirty (30)
calendar days the following documents with his liquidation report:
approved authority to travelitravel arder
itinerary of travel
cenificate of travel completed (Appendix N)
asher certifications. if applicable
justifications , if applicable and
appropriate proof of expenditures

oA on

Where the trip is cancelled or cut-short, the cash advance or balance
shall be retumed to the COE/COD fune.

If the trip exceeds the approved itinerary, incurred expenses shall be
paid only when the following are submitted

a. A written justification approved by o the COE/COD project coordinator
the additional itinerary

b, If the travel exceeds one (1) calendar month, the approval of the
Chainman of the Commission or his designated official shall first bo
secured

If these requirements are not satisfied, the travel grantee shall shoulder
the excess of the travel expenditures.

An official or employee of the Center who extends the travel duration

due to sickness shall not be entitled additional per diem or reimbursement of
expenses because no service was rendered.

9.
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INTERNATIONAL TRAVELS

Foretgn travels shall be categorized intostudy and non-study trps

Study crips - siall include forein exchange or visitations of faculty and
research staff foc academic and tesearch ideas/methods in the basyc or
applied sciences and mathematics.  Faculy under study schomes or
escarch collaborations with govemment or private institutions shall ales
be covered Foreign undergraduate/graduate scholarships are not included

) Memorandum of Agreement (MOA) shallfirst be exccuted by the
sendiog and accepting institwcions. Details such as the specific
SOUMRIPAIT expanses by each wstitution, duration of travel and other
pettinent information shall be included in the MOA. The MOA shall be
subject to the approval of the Conunission

For officials and administrazors of state wniversities and colleges
(SUCS. approval for study trips shall come from the President of ahg
Philipsnes o lus designated offcial If non-administrative personnel arg
imvolved, the approval shall come from the Chairman of the Commiss.on
or hisdesignated official

Non-sudy trips - shall include adendance or presentation of a paper or
poser in an intomational scientific foru, conference or workshop
shonscred by a govemment or private organization (local or foreign) or
an intanational government organ.zation

Hfthe Center s the official organizer of an intemational event (o be
held 2 the Philippines. the Center may charge travel expenses for guest
speakirs or participants against its project fund Provicded that the Center
shall 1ot request for supplemental funds for this purpose in addicion 1o
its thre-year allocation.

Ofcial invitations for nen-study trs should be sent through proper
channds or embassies beforethey are given to the grantee. ¢ Norvatudly
{rips fr a group of two or more persons shall secure clearance from hy
Dfiecof the President before approval. Mode of approval for non-study
tips stall be as follows.

A SUC ofticials and administrators - approwal shall come from the
Preident of the Philippines,

b ST employees - wore than one (1) calendar month, approval shall
cone from the President of the Philipines; if less than one (1)
geendar month, spproval shall come from the Chairman of the
Commission or his designated official;

o Fivate instiuurion offcials, administrators and employees - more

van one (1) calendar month, approval shall come from the Presidant
< the Philippines: and i ess than one (1) calendar month, approval
sl come from the Chairman of the Cammission or his desgnated
oicial.
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2321 Altowable for Study Trips

In the formulation of 2 MOA, it must be remembered that the
CHED expenditures for foreign study trips shall follow the allowable
expenditures under non-study srips Maximum per diem allowance, in
case the host country or organization does not provide lodging, shall
not exceed US$ 200.00. If the host country or organization pravides a
Todging allowance below US§200, the difference may be provided
throuyh the find

Allowable for Non-Study Trips

Allowable expenses for forsign non-study trips shall be as
follows

Pre-departurc Expenses - gramees shall be entitled to P1,500.00
for miscellaneous expenses such as taxi fare, passport
ohotographs, immunization, visa fees, poraays and airport
“erminal fees subject to the presentation of receipt

Transportation Expense - 1f sponsoring agency does not provide

wansport. the grantee shall be allowed full transportation

expenses. economy class or otherwise as specified in the travel

authority.  subject to the approval of the President of the

Philippines (for SUCs) Allowable transportation expense shall

be over and above the USS 100.00 travel allowance and shall

include the following expenses

i fiom point of embakation to point of debarkation in t
country destination

i from point of debarkation to area of temporary work
assignment or residence

Clothing Allowance - travel grantee shall be authorized to claim
a commutable clothing allowance worth US$400.00. Clothing
allowance shall not be iven more than once every 24 months. If
gantee has traveled more than once“in 24 months. then a
sertification that no clothing allowance has been received in the
sreceding 24 months shoutd be submitted

d. Travel Expense or Per Diem - grantee shall be allowed a
USS30000 daily allowance. This is divided into a non-
commutable travel allowance of USS 100,00 and a commutable
US$ 200,00 for accommodation. Payment of travel expense
above USS 300,00 shall be subject to the foflowing

submission of a certification from the COE/COD project
coordinator  that the expenses were necessary in the
performance of the assignment:

presentation of hotel room bill and other official receipts and:
iii. approval from the President of the Philippines o his
designated official

¢ -a expense
of US$ 1.000. o ol e slowed provided that approval front
the Oftice of the President is secured first.
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Within thirty (30) calendar days after arrival from a non-study
trip, the grantee or delegation should submit a report on his trip,
including his  recommendations to the Commission. Liquidation of
travel by the grantee shall b submitted within sixty (60) calendar
days afler arrival in the Philippines to the account officer of the
Center

If the tp is cancelled or cut short, the grantee is required to
retun the unused funds to the COE/COD project.

1fthe tnp 15 extended the following should be submitted

additional inerary

justification for travel extension, if more than thirty (30) calendar
days. This is subject to the approval of the President of the
Philippines or his designated official

certification that the expenses were necessary, in case the
travel claim is more than USS 300.00 per day (this is also subject
to the approval of the President of the Philippines or his
desiguated official)

24 LIQUIDATION REQUIREMENTS
Category sidation
Local Travel

Autherity to Travel Travel Order

tinerary of Travel

Certificate of Travel Completed

Certificate of Appearance

Certificate of Absolute Necessity (for travel

expenses beyond P 300.00)

Justification for (if necessary)

> Extension of travel ( approved by the
COE/COD coordinator of the institution
and the Chairman of the Commission or
his official representative )
> Non-compliance with allowed chss of

transportation and hotel accommodation

Proofs of billing (if beyond P 300.00)

Airline, ship and bus tickets

Hotel receipts

Meal receipts

Reimbursement of Expense Receipt

(RER) for taxi fare (inclusive of

transportation expense)

ol
[

o]

\

Ny

Foreign Travel (Study Trp)

Authority to Travel/Travel Order

ltinerary of Teavel

Memorandum of Agreement

Certificate of Travel Completed

Certificate of Absolute Necessity (for travel
expenses beyond USS 300.00) duly approved by
the President of the Philippines

EREER

EiN




& Justit:cation for (if necessary)
> Non compliance with allowed class of
transportation and hotel accommodation
subject to the approval of the President of
the Philippines o huis designated official
& Proofs of billing (if beyond the US$ 300.00 per
diem allowance)
7 Auline, ship and bus tickets
> Hotel receipts
# Meal receipts (if necessary)
> Reimbursement of Expense Receipt
(RER) for ftaxi fare (inclusive of
wansportation expense)

Foreign Travel (lon-study
Trips)

Authority to Travel/Travel Order
inerary of Travel
Crtificate of Travel Completed
Cemficatc of Appearance
Certificate of Absolute Necessity (For travel
expenses beyond USS 300.00) duly approved by
the President of the Philippines.
Iustification for (if necessary)
> Extension of travel (duly approved by the
President of the Philippines if  travel
extension (7) is more than thirty (30)
calendar days, or by the Chairman of the
Commission or his official representative
if travel extension s less than thirty (30)
calendar days
> Non compliance with allowed class of
transportation and hotel accommodation
& Proofs of billing (if beyond USS 300.00 per

# Ailine, ship and bus tickets

» Hotel receipts

> Meal receipts

> Pre-departure expenses (required)

> For representation allowance (reqiuired)

> Reimbursement of Expense Receipt
(RER) for taxi fare (inclusive of
transportation expense)

3. PROCUREMENT
A1 ALLOWABL

3011 EQUIPYENT

Purchase ¢ equipment required by the Center may be charged against the
COE/COD fundsubject to the usual yoveminent procedures on procurement and




auditing Pease efr o the guidelines for equipment purchase in GUIDELINES FOR
THE IMPLEMENTATION OF THE CHED PROJECT FOR CODs and COEs

312 SUPPLIES AND MATERIALS

Supplies and matenals are the expendable commodities including laboratory
chemicals and glassware and office supplies. Charging of office supplies is allowed
within the 3% administrative cost limit of the project. Procurement and auditing rules
are applicable to purchase of supplies and matarials

1fthe supplies and materials are purchased under extreme necessity, an abstract
of canvass (Appendix P) of at least three supplers should be submitted. Supplies and
materials bought should be sufficient to meet the emergency. The amount should not
exceed P 10,000.00 If personal funds of the official/employee of the Center were
used, an authority to reimburse ( Appendix 1) should be attached with other pertinent
documents. A certificate to justify the emergency purchase (Appendix K) should also
be issued by the head of the instiwution or the project coordinator

32 LIQUIDATION PROCEDURLES

Category Liguidation

Procurement of Equipment and | B Requisition and Issue Voucher (Appendix P)
Supphes and Materials (Normal | specifying equipient and supplies or their
procurement methods ie. public | equivalent; duly approved by the proper
bidding or other forms of |  authories

procurement) Stock position sheet 1 case any single
commodity requisitioned exceeds P1,000.00
in value

Cetification  of fund availability from
COE/COD account officer

Purchase/Letter Ocder or contract, duly
approved by the proper officials and
accepted by the supplier (date of acceptance
should be clearly indicated)

Original copy of the dealer's/supplier’s
invoica

Documents regarding procurement process
used for purchase of requested materials (if
public bidding, documents therefore, etc.)
Abstract  of Canvass  Cettificate  of
acceptance (Appendix K)

Certificate of inspection (Appendix S)

Result of test, if applicable

Certificate waiving the rights of the supplier
tobe present during the testing, if applicable

a
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Emergency Purchase Appropriate bill/receipts

Abstract of Canvass

Certiicate to Justify Emergency Purchase
Authority to Reimburse, if applicable

BEEag
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REPAIR OF EQUIPMENT

LOWABLE

A provsion for repair of equipment is included to maximize the resources of the
Center. Itis expected though that the Center should only have minor repairs done on
their equipment. Reparr requisitions that equal or exceed the cost of buying a new
equipment should be handled judiciously.

+2 LIQUIDATION PROCLDURE

Catesory [ Liquidation
Repair of Equipnant Bl Reguest for repair or servicing , duly
approved by proper authorities within the
Center
B Repor: of waste materials, if applicable

Certificate from the property custodian/
officer that the equipment belongs w or is
used by the Center. That the repair requested
is necessary and that the defect was due to
normal wear and tear and not due to
negligence
Job order specifying repair work to be
undertaken
Certification of inspection and acceptance
Quotations from at least three (3) repair
shops. or if public bidding is needed, the
docunients therefor.
Accreditation papers of the repair shop. If
vepair is done under emergency situation,
cettification from  the  head/project
coordinator of such situation.
Certificate of warranty issued by the repair
shop.

a
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REPAIR OF GOVERNMENT VEHICLES
5.0 ALLOWABLL
The Commussion shall allow the use of the COE/COD fund for minor repair

of official SUC vehicles used by the Center for project-related purposes. Only
vehicles matked "FOR OFFICIAL USE ONLY" are covercd

5.2 LIQUIDATION PROCEDURI

[Category Liguid:

Vehicle Repair (Minor) Request for repair o servicing of the
vehicle, duly approved by proper authorities
of the Center

5.
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Repoit of waste materials, if applicable
Certificate from the property officer that the
vehiclc belongs to or is used by the Center.
That tiee repair requested is necessary and
that the defect was due to normal wear and
tear and not due to negligence

Job order specifing repair work o be
undertaken

Certification of inspection and acceptance
Quotations from at least three (3) repair
shops. or if public bidding is warranted, the
documents therefor.

Accreoitation papers of the repair shop. If
repair is done under emergency situatio,
certification  from  the  head/project
coordinator of such situation.

Certifiate of warranty issued by the repair
shop.

COMMUNICATIONS SERVICE

6.1 ALLOWABII:

The CHED allowable expenditure for communication service shall cover
only official COE/COD project related postaye or courier expense and telegrams.
Telephone bills, telafx messages and wireless cables may not be paid out of the

COE/COD project fund.

6.2 LIQUIDATION

Category

Postage

a

Appropriate statemants indicating by  the
balancz on the date of purchase, the issue of
postags then the balance on the new
purchase.

Courier Servies Appropriate bills and receipts
Telegrams Appropriate bills and receipts
PUBLICATIONS

T ALLOIWABLL

Expenses incured for publications may be taken from the COE/COD fund

provide the publishel articles are:
a. Research-relatel;

b Instructional miterials such as manuals developed during project period:

b Sctentific books:

¢ Notices of inviations to pre-qualify and to bid awards.




o

Excluded are topics on life. history, function resources and activities of a person.
a group or even the Center as a collective unit

Advertiscmients and notices shall be published in newspapers of weneral
circulation i the locality. Companies that have regularly published for at least two
vears shall be he standard choice If no such newspaper 1s published regularly in the
locality. it may be published w the newspaper of the nearest city or province,
provided that the publishing company has been regularly published for at least five
years.

72 LIQUIDATION PROCELIUR:

[Caregory Liquidation Requi m
i

| Publications-related Expenses @ Bill of the publisher

! & Copies‘clippings of the publication and/or

| notices

i Canvass of the rate for advertisements, if

| applicable

L -

FORUMS, SEMINAR- AND C CES

S/ ALLOWABLE

For forwns and seminar-workshops related to the COE/COD projects, the
Commission shall allow support withia the limits of the travel and accommodation
given under local travels. The COE/COD project coordinator, upon recommendation
of the project implementers, may decide to give full or partial support. If the activity
is supported in part and a registration fee is charged to the participants, these fees may
be incorporated into the COE/COD project fund for that activity. This shall not be
subject to auditing.

For puposes of honorarium, the following rates apply:

a) guest speakers - P 1000.00 per day

b) lecturers from private institutions and SUC ~ the Civil Service Commission
Memorandum Circular No. (5. series of 1988 shall be adopted and further

elucidated as follows

i Professor level — PhP 250Mr

i Associate professor level ~ PhP 200,00/
il Assistant professor level - PhP 150.00Mr

iv. Instructor level - PhP 100hr

Honorariurn for administrative personuel doing work in connection with the
activity shall not be taken from the fund.

8.2 LIQUIDATION PROCEDURE

[Category Liguid
Forums, Seminar-Waorkshop and @ Authority to Hold Activity
Conferences @ Certificate of fund availability from the
COE COD account officer
B _Canvass of three (3) quotations from venues

a7
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Tor actvity
List of official participants (original and
with participants” signatures)

Proof of Expenditures

Hotel bills

Receipts for transport fare (if necessary)
Receipts for materials used during the
acivity

Yoy

Authority to reimburse in case payment for
expenses were advanced by officials or
employess of the Ceftter

Certificate of Justification for Emergency
Purchiuse - for all purchases of materials not
includzd in the original procurement (for
supplics and marerials indicated above) or
for out-ofpocket purchases

Payroll for honorarium - indicate name,
amount received, length of service, if more
thau one day and signature.




ANNEX D
PROCUREMENT
Govemment procedures and auditing rules must be implemented in the purchase of

equipment for the Centers of Excellencel/Development project siuce the funds are public

The 3-year project sroposal from the Centers includes the  list of equipment
requirements and timetable for procurement. The Centers ~should follow the procurement
procedures dutlined below.

1. PUBLIC BIBDING
“Public bidding ic heldu order to give the public the best possible advantage by means of
an open and competiuve kids. It s designed to obtain better, if not the best, bargain, secure

the most advantageous prize and curtail favoritism in the award of contracts.” (Asis, 1997).

The govemment in tansactions such as public service or purchase of supplies, materials
and equipment uses pble bidding

1.1 PREQUALIFICATION. BIDDING AND AWARDS COMMITTEE (PRAC)

State univirsities and colleges designated as Centers of Excellence or
Development ir Science and Mathematics may use their existing PBACs in procuring
the equipment and sipplies/materials . For private institutions, a PBAC must first be
created. The institutons may create more than one PBAC, ie. per Center within the
institution.

111 Composition

The PBAC shall be composed of th following:

Chawman (rgular ) - At least the third ranking official of the
institution

Executive Cfficerand - Legal officer of the institution
Secratary (regular)

Member(regular)

Technical member designated by the head of
the institution (may be the project
coordinator)

Menibes (provisional) - At least two, with experience in the type of
Project to be bid on or in
‘management, duly designated by the head of
the institution (may be the project
implementers of the institution or CHED

representatives)
Menmbes from the - To ensure transparency, one qualified
private ector (optional representative each from the following
abserers) organizations:

(1) Philippine Chamber of Commerce
and Industry

BN
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1.2 BIDDING PROCE

2

(2)  Enduser group or non-govemmental
organization to be designated by the
head of e institution

PBAC Responsibilties

Besides conducting the bidding, the PBAC shall also review or validate
the procurement plans of each of the Centers.. Any decision of the PBAC
with regards to the procurement plan is only recommendatory. The final
approval shall come from the head of the institution or his duly authorized
vepresentative.

The chairman may
the commitee.

all meetings @ny time to expedite work presented to

Quorim

A quorum of the PBAC shall bs composed of the chairran or his
designated altemate plus two (2) members. A decision shall be made by a
simple vote of members who are preseat, eccept the chairman who shall cast
his vote in case of a tie. The decisions of the PBAC are, however,
recommendatory and subject to the approval  of the head of the institution or
his duly authorized representative.

Bidding process shall be conducted in the following manner

Preparation of Bid/Tender Documents

Bid Tender Documents are outlae papers prepared by the PBAC
describing the nature of the goods. The following specifications shall be
included in a BidTender Document

technical standards/requirements:

place and period of delivery or installation:

warranty and maintenance requirements;

method and critera in the evaluation and comparison of bids: and
other pertinent terms

cancs

Invitation to Pre-qualify and to Bid

The technical descriptions of the oods, delivery mode and procedures,
bidder pre-qualification statements/supporting documents and other matters
pertinent to the goods to be bid must be included in the invitation to pre-
qualify and to bid. The invitation shall be advetised in:

two (2) newspapers of general circulation which have been published
vegularly forthe past two (2) years

the ad should appear ar least three (3) times for two (2) consecutive
weeks in the newspaper

-



Prequalification of Bidders

The capabilities and resources of prospective bidders should be assessed
to determine if they could  meet the contract requirements. The pre-
qualification  sheuld take  consider the bidder's financial, technical and
production capabilities based on documentary evidences in the pre-
qualification statements as well as curcent and relevant factual information
and previous experience

Each prospective bidder shall b assessed. They shall then be classified
as “Pre-qualified” or “Pre-disqualified.” Bidders shall be informed of their
status thiough official notices withu seven (7) calendar days after the
institation head approves the PBAC’s pre-qualifying recommendations. Pre-
disqualified bidders shall be informed of the grounds for disqualification
They may be given seven (7) calendar days upon receipt of the notice to
appzal for reconsideration

Pre-Bid Conferences

Pre-bid conferences may be conducted at the discretion of the institution
o upon written request of any pre-qualified bidder. Pre-bid conferences are
held to clarify and  explain  the requirements, terms, conditions and
specifications in the bidding decuments

The conference shall be held after the bidding documents are distributed.
Howaver, the bidders should be given enough time to familiarize themselves
with the documents. The pre-bid conference shall not be held later than
fourteen (14) days beforz bid opening

Nothing stated in the pre-bid conference shall modify the bid documents
unless it is made as a written amendment. A summary of the conference
proceadings and results shall be seat to all pre-qualified bidders.

Bid Security/Bond

Each of the bids submitted should be accompanied by a bid
security/bond  payable to the institution. The bond guarantees that the
successful bidder shall enter into a contract with the institution and executes
the terms of the contract within fifteen (15) calendar days of receipt of the
Natice of Award. Failure to enclose the tequired bond as to form and amount
shall automatically disqualify the bid

The bond shall nat be less than two-and-one-half percent (2-1/2%) of the
total bid price. The bond may be in the form of

cash
cashier’s check

manager's check

bank draft or guaranie against any reputable bank
o lotter of credit issucd by a commiercial bank

aoes
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a surety bond callable on demand issued by a_ surety or insusance
company accredited by the Office of the Insurance Commissioner, or
any combination thereof.

©

Bids and bids securities shall be valid for a period of time to be
determined by the head of the institution, This will be wdicated in the
Instructions to Bidders. In no case shall the validation exceed one hundred
twenty (120) days from the date of opening of bids.

12,6 Exawmination and Evaluation of Bids

Prior to bid evaluation and comparison. bids received shall be examined
with respect (o

<ligibility requirements

b, formand amount

¢ responsivenessicompliance with the bid documents and technical
specifications

@ authority of signatry or

any computational errors

Only bids that are complete, valid, eligible and substantially responsive and
compliant shall be considered for evaluation and comparison.

Bid evaluations shall be based on evaluated cost. The evaluated cost
should be the most advantageous to the institution in terms of price, warranty.
efficiency in mode of celivery, suppert service, etc. and is not necessarily
limited to the lowest submirted price.

Evaluation of bids shall be completed not later than thitty (30) calendar

) days from the date of the opening of the bids. The PBAC shall prepare and
keep on file detailed reports of the cvaluation and comparison of the bids
‘The reports should contain the reasons for the recommendations.

The institution shall reserve the right to reject bids or to declare failure
of bidding if there is reasan to suspec: a collusion among bidders, resulting
in o competition. In cases where some of the bid are rejected, new bids may
be invited on the same specifications except where the lowest evaluated bid
exceeds the estimated procurement cost by a very substantial amount. In this
case, the PBAC may revise the requirement to a less expensive level for
affordable results.

No information relating to the substance, examination, evaluation of bids
and recommendations conceming avards may be disclosed to persons
outside the PBAC before the announcement of the contract award to the
successful bidder.  All unsuccessful bidders shall be informed individually
afterwards.

127 Withdrawal of Bids

Upon written request of concemed bidders, bids and bid securities may
be withdrawn or modified. The withdrawal processes are as follows:

a. single-stage bidding and its variation ~ bidding where the techuical
roquirement or specification s clcarly defined by the institution. Bids
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may be withdrawn or modified before the deadiine for the submission

of bids
b, twosstage bidding - bidding where technical specifications cannot be
precisely defined before the bidding process.  Withdrawal o
wodification imay be done befors the time and date of - the opening of

Withdrawal of bids after the deadline shall be subject to. sanctions. Bid
modifications recved after the decdline and  bids submitted after the
deadline for submission of bids shall be retumed unopened. Bouds
subitted i the form of sureties shal! not be retumed  But other forms of
bid securities may be retumed to the bidder upon request provided that the
bidder is not among the three lowest evaluated bidders for the award of
contract.

If only one (1) bid is received , an award may be made to the single
bidder provided that his bid is

2 complies with the technical requirements and specifications of the
contract:
b, price offered is fair and reasonable, and

ather prospective bidders were given an equal opportunity to respond

o
o

Failure of Bidding
The institution may declare a failure of bidding when no bids are
submitred orwhen the submitted bid do not comply with the requirements,
particularly the technical specifications. A re-bidding may be conducted.
I there is failure in the re-bidding,  the institution may enter into a
negotiated procurement

ALTERNATIVE METHODS OF PROCUREMENT

Altemative methods may be used provuied that the following conditions are
present

The supplies are urgently needed for an emeigency. which nay involve loss of, or
danger to, life and/or property:

The supplies are aceded for a project that cannot be delayed without causing
detriment to public service:

The materials are sold by an exclusive distributor or manufacturer who doss not have
sub-dealers selling at a lower price and for which no substitute can be obtained
elsewhere at more advantageous terms to the govemment;

a

The supplies have been placed on bid at least two consecutive times but failed due
to lack of bidders, exorbitant ofters or nonconfarmance to specifications;

In cases where it is apparent that the requisition of the needed supplies through
negotiated purcliase is niost advautageous to the government to be determined by the
Department or Agency head concemed. and:
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£ The purchase is made from an agency of the govemment

21 LIMITED SOURCE BIPDING OR SELECTIVEE BIDDING

This volves direct invitation to bid by tha concemed agency from a st of pre-
selected manufacturers/suppliers/distributors with known experience and proven
capability on the requirements of the particular contract

DIRECT CONTRACTING UR SINGLE SOURCEE PRUCUREMENT

The sclected manufacwrer/supplier/distributor is asked to submit a price
quotation or proforia invoice together with the conditions of sale. The offer may be
accepted immediately or after some negotiations

2.3 REPS

1 ORDER

Additional quantities may be ordered from the manufacturer/supplier/ distributor
who provided the same items in a previous bid contract. This may be resorted to in
cases where manufacturer/supplier/disiributor selected in the previous bidding is
clearly superior to the other bids in terms of equipment reliability, availability of
spare parts, after sales service, delivery period, among others. Repeat orders shall be
subject to the following conditions

a. prices must be the same or lower than those of the original contract:
b the repeat order shall not result in splitting of requisition or purchase orders:
< it may be availed of only within six (6) months period from the date of the
original purchase; and
d. it shall not exceed the quantity in the original contact
2.4 SHOPPING

This is a metiod whereby the purchaser simply requests for submission of price
quotations  for the goods to be procured directly from
ofknown i

2.5 NEGOTIATRD PROCUREMENT

istinguished from direct contracting, this method is resorted to only for
convenience even if broader tendering would have been possible. This may be
employed by agencies only in the following cases as determined by the head of the
agency:

where there has been failure of competitive bidding for the second time:
where the existing contract has been terminated in accordance with the
pertinent provisions of the NEDA IRR and exiting laws, rules and
regulations,

when the goods are to be used in connection with a project o activity which
cannot be delayed without causing detriment to public service; an

when the purchase is to be made from another agency of the govemment.
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3. COMMON PROCEDURES FOR ALL MODES OF PROCUREMENT

After the awarding of contract in any of the above modes, the following procedures shall
be observed

31 CONTRACT EXI

UTION

Purchase shall take effect after perfection of contact, buyer’s order and letter

or purchase order. Within five (5) days after execution of contract the following
documents shail be furnished to the institution and the local auditor

b.

o

copy of the contract
copy of the instrument and
the Following supportiag documents

results of bidding, canvass, advertisemant,

4 centificate of availability of funds, etc.

1

v

Prohibition Against Sphtting

Requisitions for ane or more items needed at about the same time must
be consolidated to avoid splitting prosteled that the need  is not made under
emergency purchase/situation

The following forms of spliting are just illusteative and by no means
exhaustive

= splitting of requisition ~or non-consolidation of requisition for items
needed at about the same time by the same requisitioner;

b. splitting of purchase order into twa or more purchase orders based on
£w0 of more requisitious for the same or at about the same time by
differant requisitioner: and

e.. spliting of payments which consists of two or more payments for items

involving one purchase order.

Cienerally, there is splitting when  non-consolidation is resorted to in
order o avoid the approval of higher authorities or to circumvent control
measures provided for by law or regulations.

Penaity Clause

A penaly clause shall be included in the contract as stipulated under
COA Circular No. 78-84, dated August 1. 1987, The circular states that

“For the protection of the Govemment, Heads of Agencies, subdivision
or instrumentalities. shall invariably incorporate a penalty clause of
provision for liquidated damage in case of late delivery in amount
equivalent to not less than (mininwim) one tenth (1/10) of one percent
(%9 of the total value of the cantcact, or if the contract has been partially
fulflled within the stipulated, the total value of the undelivered portion
theteof. Likewise a provision on the liability of the supplier or contractor
i case of failure to deliver the items called for shall be included in the
order or contract ™




32 INSPECTION OF BELIVERIES

Equipment. supplies and aterals delered for  gperational use shall be
inspected In view of total lifting of preaudit on all govemment financial
transactions. mspection by COA Auditors shall not be a pre-requisite to payment

The testing shall be made at the place of delivery only after the concemed
officials have accepted the delivery to prevent substitution . The inspector should
check that the articles are in accordance with specifications and that the quantity is
ot in excess of the actual needs. Inspection snall include testing of some items as
needed

321 Sampling and Testing of Articles

“The inspector may proceed with the sampling/testing if so authorized by
the dealer aud if the dealer has signed a certification waiving his or his
fepresentative’s rights to be present dusing testing. Before testing, not more
than cighty percent (80%%) of the total purchase value may be paid. If test
results show full compliance with  the institution’s specifications/
requirements the articles may be paid fully

Aticles with ten percent (10%) deficiency may be accepted provicd
that the contract price i reduced according o the deficiency found. If test
result deficiency is above ten percent, articles must be totally rejected and
replacement therefor demanded.

Inspectors may waive the test and analysis of articles subject to testing
under any of the following conditions:

a. the specifications of the order may be determined or calculated without
actual testing:

b of the current and materials are similar
10 those previously purchased and tested. provided that

. the current and previous purchases are from the same supplier;
i test report of the previous purchase is not more than six (6) months
from the actual date it was conducted.

o

articles are produced by the govemment  provided that they are
delivered to the wtitution in their original containers, - properly labeled
and sealed and without any indication of tampering or an aftempt ©
unseal the containers

Charges for the test and analysis of articles may be taken from the fund.

3.3 OTHER CONDITIONS FOR PAYMENT OF DELIVER)

‘The project coordinator shall acilitate the immediate payment of claims. He may
allow payment of claim equivalent to eighty percent (80%) of the amount pending
completicn of test provided the purchase has been lawfully incurred and claim is
supported by delivery receipts or invoices and deliveries have been accepted by
requisitioner
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34 DELIVERY PERIOL

The requisitioner shall state with certainty the date of delivery. Statements such
as ‘immediate delivery.” ‘as soon as possible, or similar terms shall be understood
to mean seven (7) working days after receipt by the supplier or contractor of the
purchase order.

Request for exteasicn afer the expiration of the contract is not allowed.
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ANNEX E
SUCCESS INDICATORS
SUCCESS INDICATORS BY AREA OF SPECIALIZATH
Biology and Chemistry Geslogy Mathematics Physics
Marine Sci
SCHOLARSHIP increase in number of | number of students | Undergraduate Graduate & Graduate &

scholars/graduates | supported ‘number of studeat Undergraduate Undergraduate

scholars/number increase in enrolment | increase in the

(ratio) of students ‘number of students

who graduate entering the Physics

program
recognition of | number of successful | boardexam | high retentionrate | number of studeits.
scholars in scientific | thesis/dissertations | performance qualified and accepted
work/ activities financed in the scholarship
program
“number of thesis/ employmentrate | camymngowtofthe |
dissertation financed | of graduate/under- target set by the
graduate students institution on the
number of scholars

mumber of stdents
graduated

Graduate
number of graduates
Who joined the
academe as a
researcher/faculty

‘umber of
published/presented
articles (thesis,

dissertation, etc.)

4




SUCCESS INDICATORS BY AREA OF SPEC]ALIZATIDN
Geology athematics

Biology and ‘Chemistry Physics
FACULTY number of atiendance increase in number of ‘number of faculty adding new areas of nmnber of faculty who
DEVELOPMENT in seminar MS/PhDs ‘members who eamed ‘specialization avail the scholarship
MS/PhD degrees grant w pursue graduate
studies
umber of papers/ “mber of Gainces for | mamber of (echmical || icrcass of MS & PRD | owmbéx of faculty who
posters presented | specialization ‘papers degree holders attended seminars, el
‘published/presented

‘mumber of papers/ ‘numbor of facalty doing | aftendance (o locall ‘ncrease in the ratio of

rescarches receiving ‘post-graduate studies international MS & PhD degree

recognition conferences holders in the first year

of COD grant as aguinst
the third year

‘mumber of publication | mumber of paper Tetum rate of faculty | improvement on the

of instructional presentations performance evaluation

materials by students. peers. and

- modules chairs
- mamuals
‘namber of local/ ‘number of stari-up diversity of rescarches
intemational publication | research assistance

“nmber of 0n-gOMg

increase in th thesis

rescarches conducted advisers/project
‘mentorship

Gevelopment of

curricula for biology

b of preseniation
intechnical pancls




SUCCESS INDICATORS BY AREA OF SPEC[ALIZAT[ON
Biology aod Chemistry Geology athem: Physics
\oiology 2
EQUIPMENT i i increase in the number ‘numbes/amount.
purchased equipment for: used the equipment of equipment purchase
- RESEARCH
based on the numiber
of graduatefunder-
duate thesis
| studants using the
equipm
- INSTRUCTORS
‘number of laboratory
experiments/exercise
s and number of
students making use
of the equipment.
‘nmumber of end-users ‘maintenance conditions | number of researches’ increase i the utilization
(ocular visits) conducted uiilization of softwares
in the academic-related
activities
[ ‘pumber of extension
services rendered
‘maintenance program
LINEAGES nunber of faculty/ ‘nuber of visiting L i Tocal & borative research
students exchange professors ‘number of faculty/ increase in the oumber
progranune student exchanged | of industries supporting
the program.
umber of collaborative | mumber of jomt ‘mumber of joint rescarch | increase on the nurmber | Su
researches blicat ofinvitati
from rescarch refresher/iraining
collaborations programs for their staff




SUCCESS INDIC;
Chemi

\TORS B

AREA OF SPECIALIZATI

Biology and ology Mathematics Physics
mumber of publications | mumber of technical
arising from linkages | symposia and
workshops conducted
‘number of seminars, ‘number of teachers of
workshops. tainmgs, | othes schools benefited
sponsored/organized | from workshops/
outreach programs
adoption of 4 COD o1&
school offering the BS.
Chemistry proggam (see
netwark schools)
OTHER SCIENTIFIC | number of technologies | mumber of publications | Exfension improvementincrease | Tocal/intertational
ACTIVITIES developed in refereed journals. | mumber of agency/ i scientific publications | publications
‘monographis industry recipients
chapiers
‘umber of patenicd ‘number of papers nature of services improvementincrease | extension
prodiucts presented in conferences | rendered in tesearch output number of faculty
involved/frequency
“iber of quiz bowls | mumber of thesis Seminar/Worksbop | improvementincrease
(regional/nauional) students gradusted number of recipients | in the number of
sponsored/coordinated workshops conducted
‘number of career ‘external rescarch grants | mumber of papers ‘increase in the mumber
orieatation received presented of invitations to
scientific for a
‘awards and patents| feedback




project implementation

- ‘- -
SUCCESS INDICATORS BY AREA OF SPECIALIZATION
Biology and Chemistry v ‘Mathematics Physics
“Gelay of fund release | unrealistic budget for Gelay in
PROBL holarships grani funds o the lack of it
o clear-cat policy on | delay in the release of restrictive COA rules in
the exent of the funds procurement of
‘administrator/ equipment

clear-cut definition of

the role of the project

coordinator in the final

approval of project

components/approval of

appropriation ¢1G
unrealistic allotment for
tuition and other
expenses
‘heavy workload of

faculty members thus
discouraging them to do
rescarch

unresponsivelcold
responses of business/
industries in accepting

piracy of MS & PhD
degree holders who
have just completed the
program grunied by
coD




APPENDIX A

CHED TECHNICAL PANEL FOR __

SURVEY OF

DEPARTMENTS

YEAR OF SURVEY

1. General Information

([ Name of Instinution

7 | Address

3| Name of Chair -

4. tel/ fax /e-puail

iT._Profile of Departuent / ustitat

1. [ Degree prograrns offered: (List depreo and spesi if sppropriate)
Un te Graduate

2. | Non-degree programs or courses offered: (¢.2
‘Name of Program/Courses Clicatele ‘When Offered/Frequency
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1. Profile of Faculty

1. | Total Number of Faculiy Full time: Part Time:

Nuiber of Faculty by

acadermic qualil i Ph.D. _ Ph.D. (other):
(highest degree completed
MS. (other*)
MS,__ —
No____ B, (other*):
BS___
No_____ (*pls. Specify)

3. | Number of Faculty with

higher degree sudiesn | PhD. . PhD (other*).
progress” No
M. (other®)
MS___
No. (pls. Specify)
3 [ Listof faculty (use 1 shevt i necessary)
Name Degr.
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1V. Data on Tndividual Facuiry (please submit one sét per faculty member) 1

1 Name l
1'

2 2030 5160
(pls. encircle) | 3140 61+
4150

3 Sex 1Muk- “ ‘Employment status: |:| Permanent orNon-permanent ;
(pls. encircle) | Female | (pls. Encircle) b._Fulltine_or_Part time

. Faculty Rank: T 6. Years of Serviee: | 13 1120 |
| (pls. encircle) a2
7.
Degree Mapr Yeur Tnstitution
3
Nature/Funding source | _Topic/Field Year Institution
|

9. Faculty Load in the deparnenvinsiiute
(average mumber of units duing the previous and currctt year)

‘Administrative loadiyear
Teaching load/year

Others -
Research load/year.
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[(Iv. Data on Individuat Faculty (continued - 2)

10 Title of Research projects over the past S years)

i Title Duration Funding source

1L List of Publication / Patents / Technical Presentations (over past 5 years)

P TN — =

13. Professional awara:




V- Student Profile
U [ Total number of N ™ E ¥
undergradustes cnrolled in
SY 199697 —_— | —_—
2. | Number of BS. graduates 3 N 95 9%
from 199396
3. [ Can you give an cstimate (in | Related fields Non-related fields:
94) of where your Further studies: ____ Further studies:
undergraduate majors have Academe: Academe:
‘gone over (he past $ years? Industry Industry:
Government,_ Government:
Business:
Oers:
3. “Total number of graduate
students enrolled in SY 1996- | M.S.__ Ms Ed
97 No____ No.
PhD. _ PhD. Ed
No__ No_____
Number of M.S. graduaics 93 % %5 9%
from 1993-96
6| Number of Ph.D. graduates ) W 9 96
from 1993:96
7. | Can you give an estimate (in
%) of where your M.S. and Further studies:
Ph.D. graduates have gone Academe:
over the past S years? ndustry
_ Government.
Business:
Olers:

57




(K and Facilities
1. Teaching Laboratori
Room

‘Coursets) for which laboratory is used | Capacity (number of students)

Ploase list the number of each
type of apparatus/equipment
which are stil operational:

(Include only
apparatuslequipment which
are Jocated in the depariment
and which are accessible to
undergraduatcs) :

3. | Equipment which you wed
for undergraduite labosatory

courses
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VIL Policies and Standards (FOR BIOLOGY PROGRAMS)

1. Extent of implementation of Policies and | (please check one)
100%

Standards for Biology Education 50%

5% less than 50
Renuarks:
2. C i of Biology courses.

3 urse.
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VIL Data on Enrolment and Graduates of Biology Programs

B.S.in Biology
P

SY Earolment Graduates
1992-1903
1993-1994
1994-1995
1995-1996
1996-1997

MS. in Biology

f SY I Enrolment Graduates 1

1992-1993 Bl
1993-1994
1994-1995

1995-1996
1996-1997

Ph.D. in Biology

SY. I Enrolment Graduates




APPENDIX B

PRELIMINARY DATA FORM

ITEM 1.1

- INSTUTUTIONAL PROFILE

N

@

£

N

14

. Name of Institution

Address of Institution

Name of President/Head
a. Business Telephone No.
b. Facsimile No
c. E-mail address

College where the Center(s)
‘Belongls) (if more than one,
indicats individually)

Narme of Dean (if more than
one wdicate individually per
college)

a. Business Telephone No.
b. Facsimile No
c. E-mail address
Name of Department Chair of
identified Center (if more
than cne, indicate
individually per college)
a. Business Tefephione No.
b. Facsimile No.
E-mail address
Name of Project Coordinator
(indicate designation within
the institution)
a. Business Telephone No.
b. Facsimile No
c. E-mail address
Name of Project
Implementers (mdicate
individuafly.and
a. Business Telephone No,
b.: Facsimile No

¢

¢. E-mail address
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ITEM 1.2 FACULTY DATA
Full Time Part Time
1. Total Number of Facuity
Hard Science Others (specify)
2. Number of Faculty by PhD. _ PhD.
Qualification (highest .
degree obtained) M. M3
B. BS.
Hand Science Others (specify)
3. Number of Faculty with | py,p, PhD.
the dogrees inprogress | Ms
BS BS.

4, Summary of Faculty Qualifications

Name of Facuity

Academic Qualification/Speciatization

(Use additional sheets if necessary.)
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Individual Faculty Qualifications

Name of Faculty

a.Researches Conducted

(in the last five years)

< ips in Related

d._Professional Awards Received

(Use additional sheets if necessary)

3




ITEM (3A ENROLMENT DATA

Total number of [ ks 3 a*
undergraduates enrolled
inSY 1997-98

Total mumber of MS. PhO.
groduate students
carolied in SY 1997-98

ITEM

Nunber of B.S. " b 9 % 9
graduates from 199357

3 Number of M.S. %2 94 95 9% 97
gudwesfom w037 | | |
3. Number of Ph.D. ” » » » 7

‘graduates from 1993-97

[ITEM1S | FACILITIES AND EQUIPMENT

List_of Operational Equipment ‘Number

(Use additional sheets, if necessary)

Prepared by:

Printed Name and Signature
Designation

Bate



FORM 2.1

INSTITUTION

APPENDIX €

UNDERGRADUATE SCHOLARSHIP PROFILE

DEPARTMENT

SCHOOL YEAR
SEMESTER _____

Name of Schalar

Degree

Grade
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FORM 2.2 GRADUATE SCHOLARSHIP PROFILE

INSTITUTION
DEPARTMENT
SCHOOL YEAR.

SEMESTER ___

Name of Scholar Degree Grade Remarks

_56-




FORM 2.3 GRADUATE THESIS/DISSERTATION GRANTS

INSTITUTION
DEPARTMENT
SCHOOL YEAR

SEMESTER

Name of ituti Title of Thesis/Dissertation

Prepased by

Printed Name and Signature
Designation

Date

%7
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APPENDIX D

FORM 3.1 FACULTY GRADUATE SCHOLARSHIP PROFILE
INSTITUTION
DEPARTMENT
SCHOOL YEAR
SEMESTER
Name of Scholar Degree Grade

65




FORM 3.2 FACULTY GRADUATE THESIS/DISSERTATION GRAN'

SCHOOL YEAR
SEMESTER

Name of Grantee Institution ‘Title of Thesis/Dissertation

Prepared by

Printed Name and Signature
Designation
Dae
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APPENDIX E
FORM 4.1 NEWLY PURCHASED EQUIPMENT

INSTITUTION

DEPARTMENT.

SCHOOL YEAR —
SEMESTER

Location
Purchase |

Nature of
Usage*

Degree of
Usability**

‘:umc of Equipment Model Date of

—

* Nature of Usage ** Degree of Usability
1= Instruction and Student Laboratory 1=0Often used
2= Student Research (thesis) 3= Moderately used
3=Other by =R
private, ete.)
4 = Analytical Services

Prepared by
Printed Nanio and Signature
Designation

Date

0.




FORM 5.1

APPENDIX F

NATIONAL LINKAGE

Activities

Date of

Status

Institutions/Agencies included in Network

-



FORM 5.2 INTERNATIONAL LINKAGE
Activitics Date of Status Institutions/Agencies included in Netwark
Prepared by:
Printed Name and Signature
Designation
Date




APPENDIX G
OTHER SCIENTIFIC ACTVITIES

INSTITUTION
DEPARTMENT
SCHOOL YEAR
SEMESTER
FORM 6.1 RESEARCHES
Proponent Date |  Status Title

73




FORM 6.2

PUBLICATIONS

Author

Date of
Publication

Name of Journal

4




FORM 6.3 GTHER SCIENTIFIC ACTIVITIES

- Activity Naturcof | Datc Implemented Status Qutput
Activity

Prepared by:

Printed Name and Signature
Designation

Date



APPENDIX H
INDEX OF COMPARISON
1995-1999 2000 26002001
Categories Semester T* Semester 2 Semester. T™ Semester 27 Semester

1 No. of Undergraduate scholars

2. No. of Graduate scholars

3. No. of Grantees (Thesis/Dissertation)

4. No. of faculty members able to attend
conferences, seminar- workshops though the
COE/COD grant

5. No of Equipment bought

6. No. of Linkages developed

7. No. of publications

8. No. of research(es) facilitated through the
COE/COD grant

9. No. of seminar-workshops conducted by the
Center funded through the COE/COD grant

10. Others (specify)

Prepared by,
Printed Name and Designation

Date
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APPENDIX |

AUTHORITY TO HOLD ACTIVITY

InstinueDepartment
College :

Cniversiry ©
Address

AUTHORIT TO HOLD ACTIVITY

Date Requested
Purpose

Date

Venue

No. of Persons

Estimated Expenses
Breakdown
a.  Packaged rate
b, Suppliesand Materials
. Transponation
4 lncidentd Expenses

Chargeable Against

Requested by

Reconmending Approval:

Project Inlementer
Printed Name and Signature

Approved by:

Project Coordinator
Prioted Nare and Signature

“Ralicized itoms may be changed.

a7-




APPENDIX J

AUTHORITY TO REIMBURSE

Institute Department

College : ___ ____
University
Address -
AUTHORITY TO REIMBURSE
Date Requestod
Purpose
Date
Vee
No. of Persans
Estimated Expenses
Breakdown
a Packaged rate
b Supplies and Materials

Transportation

4 Incidenal Expenses

Chargeable Against

Requested by
Recommending Approval: Approved by.
" Project Implementer Project Coordinator
Printed Name and Signature Printed Name and Signature
L

“Italicized items may be changed.

8.



APPENDIX K

CERTIFICATE OF ACCEPTANCE

College: ____
University
Address ©_

Date

CERTFICATE OF ACCEPTANCE
(For Merchandisc)

1We hereby certify that I have accepted and inspected each article delivered by
They are in accordance with the
specification  stipulated under PO No/RIV  No. dated

Project Coordinator Implementer
Printed Name and Signature

* Ttalicized items may be hanged.

9.




College: .
University
Adress

Date

CERTFICATE OF ACCEPTANCE
(For services rendered)

UWe hereby  cetify that the  service rendered by
in accordance with the
No. dated

is
Specification _ stipulated under PO No/RIV

Project Coardinator/Implementer
Printed Name and Signature

* ltaliized items may be changed




APPENDIX L

CERTIFICATE TO JUSTIFY EMERGENCY PURCHASE

Date

CERTIFICATE TO JUSTIFY EMERGENCY PURCHASE

L hereby certify:

. Ttm the need for the supphies covered by the attached Requisition Issue Voucher
is exceptionally urgent and absolutely indispensable to
avmd Jatriment to public service;

B4

‘That the articlos are urgently needed by tho

(Department/Institute) (Purpose)

w

. That to procure them through regular requisition will result in disruption of
‘work and cause detriment to public service;

IS

. That the price was the lowest obtainable at the time of the purchase.

Project Coondinatar
Printed Name and Signature

Avthority: Paragraph 6, Esee. Order No,
303.5 1990

* lalicized items may be changed.

Em



APPENDIX M
AUTHORITY TO TRAVEL

Institute: Department
College

University -~
Address : _ oz
AUTHORITY TO TRAVEL
NAME
POSITION

OFFICIAL STATION

DESTINATION

PERIOD OF TRAVEL

PURPOSE OF TRAVEL

ESTIMATED COST

CHARGEABLE AGAINST

RECOMMENDING APPROVAL APPROVED:
Project Implementer Project Coordinator
Printed Name and Signature Printed Name and Signature

*ltalicized items may be changed.
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APPENDEX N
ITINERARY OF TRAVEL

Insitute Depariment

College: ___ . __
University
Address.__
LTINERARY OF TYRAVEL
Name Position
Monthly Salary N Official Station
Purpose of Travel
Datc | Place Visited T Moansof | Allowable | Expenses | Daily Total
Armival per Diem | Alloance | Amount
TOTAL —
Tontify at 1) Thave reviewed o foegormy Preparcd by

Uinerary. (2) The travel s necessry o the service.

3) The period covered s reasonable,
4) Expones claimed are proper,

RECOMMENDING APPROVAL

Project Inplementer

ed Name and Signature

Project Coordinator

Printed Name and Signature

* Ilicized items may be changed.
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APPENDIX O
CERTIFICATE OF TRAVEL COMPLETED

Institute Deparcnem

College R
Universipy
Adiress
CERTIFICATE OF TRAVEL COMPLETED
(Institution Head-President/Dean) (Institution)
Pruted Name and Designation Official Station
Date
L CERTIFY that L have completed the travel authorized in ltinerary of Travel No. __
dated
() Strictly in accordance with the approved itinerary
() Cut shortas explained below,
Note: Excess payrent was refunded.
Anached OR. No __dated. . forP, .
0E Additional
() Other deviation as explained below.
EXPLANATIONS OR JUSTIFICATION:
Evidences of travel attached hereto:
Respectfuly subitted:

OfficedEmployce
(Printed Nanie and Signature)

Lhereby atiest that the travel was actually undertaken based ou the attched documents and o
my personal informmtion.

(instiution Hiad-Prwhlenl/Dea’U
, Signature and

° Malicized items may be changed.
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APPENDIX P

REQUISITION AND ISSUE VOUCHER

G Fony No.3
ed January 1992
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APPENDIX Q

REIMBURSEMENT OF EXPENSE RECEIPT

GENERAL Fom N
Reviomn dasvoney 1562

REIMBURSEMENYT EXPENSE RECEIPT

Date No.

RECEIVED from

.. the smount

(Offciz] Desigaation)
of .. H

. )
(in Words) ® (In Figures)
. in payment for

(Paymenta for subsistence, eervices,

rental or travaportation should show inclusive dates,

purpose, distance, nclusive poats oF Lravel, ehe.)

PAYEE
Address
Comm, Tax Cert. No.
Date of Issua
Place of Issue
WITNESS
Addresa

Comu. Tox Cert. No,
Date of Issue
Place of Iasue




APPENDIX R
ABSTRACT OF CANVASS

ABSTRACT OF CANVASS
(For Emergency Purchases)
Date
To be used for:
Activity -
Date -
Venue -
ESTABLISEMENT ADDRESS PRICE
Prepared By
" Printed Name and Signature of
Official/Enmployee
Designation
Approved By Noted By
Printed Name and Printed Name and
Signature of Project Coordinator Signature of Project Implementer
designation Designation

#** Canvass made through personal inquiries. Choice was __(Name of
establishment) due to its lowest price.

*Halicized items t 0
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APPENDIX §

INSPECTION REPORT

Institute Department
College:
University.
Address

INSPECTION REPORT

AGENCY:
DEALER/SUPPLIER .
ARTICLES
Maodes of Acquisition Date:
Delivered At:
On:
(D RECOVIMENDATIONS AMOUNT
INVOICE/QOR. NO. Date:
Inspected by: Date:

PRINTED

GNATURE

* lalicized items may be changed.
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APPENDIX T

CCONTRACT FOR SCHOLARS
(Graduate and Undergraduate)

Republic of the Philippines
OFFICE OF THE PRESIDENT
COMMISSION ON HIGHER EDUCATION

CHED - CENTER OF EXCELLENCE/DEVELOPMENT
SCHOLARSHIP CONTRACT

KNOW ALL MEN BY THESE PRESENTS:

‘This Contract of Scholarship entered into by and among:

The (Name of University) through its
head with present address at
hereinafter
referred to as CHED-COE/COD.
and
of legal age, Filipino and
residing at

hereinafter called the GRANTEE.
WITNESSETH

Whereas, CHED pursuant to its objective of enhancing Science and
education and training is to give i

Whereas, the CHED-COE/COD desires to provide for and upgrade
national/regional manpower capabilities in the areas of Science and Technology;

Whereas, the GRANTEE whose education, training and ‘experience as shown
in his/her information sheet hereto referred as “Annex A” and made an Integral part
hereof, is ready, able and willing to accept the CHED-COE/COD Scholarship Grant
through the Institute/Department of of the
University  _ with all its terms and conditions specified in the Contract.

For and in consideration of the actual financial support for the duration of the
scholarship which will be released to the grantee, the GRANTEE shall pursue studies
leading to a degree in at the (Name of.
foraduretionof on
SUBJECT TO THE FOLLOWING TERMS AND CONDITIONS:

9.



A. CHED-COE/COD Institution Responsibilities

1. Provide financial support for adurationof ______ for
(Program and LeveF-BIMS/PhD) .

2. Monitor the progress of the Grantee under the program.

3. Have the right to terminate or renew the scholarship.

4. Require the Grantee to render return service equivalent to the length of time
that the scholar enjoyed the scholarship i.e. one year of service for every
year of scholarship or a fraction thereof; or according to the specifications
given under the section on faculty scholarships found in the main body of
these guidelines.

Termination of scholarship shall be based on any of the following

conditions:

a. The Grantee fails to meet the academic standards set by the school;

b. “The Grantee willfully fails to enroll in the required academic load;

c The Grantee fails to enroll for any term or drops any of his courses
without the approval of the school and the CHED;

d. The Grantee exceeds the time allotted to finish the program;

e The Grantee willfully fails to submit the reports required of him on
time;

f. The Grantee resigns or transfers from the sending institution where
he obtained an endorsement and for which the grant was
accommodated;

9. For other justifiable grounds which prove the inability of the Grantee
to complete his degree;

h. Non- availability or exhaustion of funds;

I Any act of discourtesy to an official or employee of the Commission on
Higher Education;

o Commission of any act of mmorallty, drunkenness, dishonesty,
discourtesy, and any form of miscondt

k. Conviction of any crime by a court or a competent administrative

body; and



B. Grantees Responsi

L Such other acts as may be considered by the CHED as inimical to the
interest of the govemment of the Republic of the Philippines and
those that adversely affect the integrity of the scholarship/study grant
program,

The Grantee shall

Enroll in the prescribed school and in priority courses approved by CHED-
COE/COD;

Devote the full amount of time required by the CHED-COE/COD approved
program of study;

Take the full academic load per semester/term prescribed by the program of
Study of the course;

Maintain an academic record acceptable to the standards of the CHED-
COE/COD;

Follow the regular schedule of academic course offerings prescribed by the
school until he finishes his program within the allotted time;

Deferment of enrollment may be allowed only for the following reasons:

a Poor health of rtified by a physician;

b. Grantee is on maternity leave;

c Reason acceptable to the concerned CHED-COE/COD.

Deferment in these cases shall be limited to a maximum of one (1)
year.

Conduct his/her in any field of approved by
CHED-COE/COD.

Render retum service to the hiring Institution equivalent to the length of time
that the scholar enjoyed the scholarship, i.e. one (1) year of service for every
year of scholarship or a fraction thereof or according to the specifications
given under the section on faculty scholarships found in the main body of
these guidelines. This will also hold for the non-completion of the course
Including failure to complete the required courses. Hiring institution refers to
the Institution that endorsed him for the grant and for which the grant was
accommodated,

Consult and obtain the approval of CHED-COE/COD, in case he will decide to
shift his field of specialization;

9.



Include the CHED-COE/COD in the Statement of Acknowledgment of Support
in the thesis/dissertation;

Reimburse CHED-COE/COD the total assistance released to him, in case of
willful of gross. and non-
compliance with the terms and conditions stipulated in this Contract;

Submit to CHED-COE the following requirements:

Report Submission Period
a - i copies of registrati a. after
- program of study registration
- course curriculum
b. preliminary plan of academic b. within one term after
subjects/load as approved by adviser the start of classes
c. photocopy copy of report . atthe end of the term
rating issued by the school
d. thesis/dissertation outline d. within two (2) weeks
after its approval by
the thesis panel
e. results of comprehensive examination €. within two (2) weeks
after the
comprehensive
examination
f. thesis/dissertation progress report f. end of each term while
the thesis/dissertation
Is in progress
9. thesis/dissertation g. within one (1) month
after the
completion of the
financial report
h. - final report h. within one (1) month
- diploma after completion
- transcript of records
- two (2) copies of thesis/dissertation
manuscript

Submit a noterized Co-Maker Undertaking and a copy of the Co-Maker's
Income Tax Return for the duration of the scholarship, local and foreign.

Seek CHED-COE/COD permission before leaving the country while the
scholarship contract is still in force.

9.



IN WITNESS WHEREOQF, the parties hereto have signed this scholarship

agreement this _______ day of +18. at Quezon City, Metro
Manila.

Grantee Institution Head, CHED-COE/COD
SIGNED IN THE PRESENCE OF:

Print Namey/Signature Print Name/Signature

9.



ACKNOWLEDGMENT

Republic of the Philippines )
) s.s.

BEFORE ME, this dayof 19 at
personally appeared:
NAME RES. CERT. NO. DATE/PLACE ISSUED
1. (Head of COE Instituion)
2. (Grantee)

KNOWN TO ME and to me known to be the same persons who executed the
foregoing Scholarship Contract consisting of six (6) pages including this page and
acknowledged to me that the same is their own free act and deed.

day of

WITNESS MY HAND AND SEAL on this
19 .

Notary Public




APPENDIX U
SAMPLE: STATUS OF FUNDS FOR PRIVATE INSTITUTIONS

ATENEQ QE DAVAC UNIVERSITY
. Jacimo 8¢ Juvao Gy,

LENER FOR OE/ELOPMENT
. CHEMISTRYR MATHEMATICS
Program

STATUS OFFUNDS
2801 Second Semanr, SY 1968115

ALLOTMENT RECEVED !
(RELEASES)

L1450 e s
TOTALRELEASES sed4528
DISROSMONS:

(DPENOITURES)
anL06Y
Pirst Semesion, 8Y 11801008 I79,000.00
Secord Secveatn, BY 1982-1096 Moo
CHEMSTRY : "
Fir Brerabr, 6 10681569 2romoo
Bovons Tomenter, 3V 1DUS 008 700050
manEMAnNCa i
vitst Semesior, SY 1500 1400 217.00000
Sousng Sumenser 8Y 1965-1998 800050
DISBURSEMGNT. - 1,345,000 08..
BALANGLOEFICIT (FOR REFUND). BHEDT
CERTIFEDCORRECY:
ol
NOTED 87, tind

&
Avaleiani Project Diztor, COU
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APPENDIX V
SAMPLE: STATUS OF FUNDS FOR STATE AND COLLEGES
[romp—— P ——————
e B .

TOTALEXPENSES T TASED o1 Crr) T e
maance w1200 2cv0ran avramer oso s00 azew




APPENDIX W

REPORT OF DISBURSEMENT

Date;

REPORT OF

OFFICER

(Rq;lunuhmm'luqmd:nm of Cash Advance)

Date Payee Reference | Expense | Amount
Invoice No. Ttem
TOTALS

1 certify that this Rupon of Disbursements in

and correct

copies s a full, true
s s in

liquidation of the cash advance granted last

Accounting entry:

Accountable Officer
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