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GUIDEL:NES FOR THE iIMPLEVENTATION OF THE
COMRUSSION ON HIGHER EDUCATION (CHED)
PROJECT ENTIIL
SCEMTERS UF EXCELLENCE {O0E) AND CE S OF DEVELOPMENT
(COD3 I BUSINESS AND MANAGEMENT EDUCATION™

In accordance wib the perineat provisions of Republic Act No. 7722,
serwise known o3 the “Higher Education Act of 19947, and (o expedite  the
aitinmen, of relevint, wsponsive and quality higher cducation in the couniry, the
flowing guidelines foc fie idensificaicn, suppon andlor development of the Centers
ol Excellence (COF) wd Center of Development (COD) for business and
onagerent vducation e herel y adepted and promulgated by the Cormission, thus:

b BASIC CONCEPTS REGARDING THE CENTERS OF EXCELLENCE
AND  CENTERS OF DEVELOPMENT FOR BUSINESS AND
MANAGEMENT ED/CATION

A, POLICY

Nection § Al‘) of the “igher Education Act of 19947 provides that the Commission
spearhead the naticn's thrust towards development. 1t is
e, the policyof the Commiission to promote the quality and excellence in
higher ..dm.aum by identifying. supporting and/or developing COES/CODs in
higher educatiot: instlations (HEIS). Al' HEs offering  business and managenicat
cducation programs e hereby recognized as agencics necded to train professionals *
For world-class scholeship, nation building and national development

B. GENERAL CRITERIA FOR SELECYING CENTER OF
EXCELLENCE AND  CENTERS OF DEVELOPMENT FOR
BUSENESS AND MANAGEMENT EDUCATION

1 Center of Eaeehnce - a unil within any higher education institution with
the foltowingemacteristics

. o acoredied mder at least |ovel 1L by any recogrized acerediting

theShilippines:

e a viible encolment in both graduate and undergraduate levels;

. have a cansuent passing rate of at least 20% percent points highor tha
g average in the CPA Board Fxaminations;

have a reputile graduate program ir, business and management;
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2 Center of Development
wiih the following cb

unit within any higher education institution

a. be accredited under Level 1 by any recognized accrediting agency in the
Philippises

fave a viabie encolment in both graduate and undergraduate levels;

1 consistent passing rate of least 10% percent points higher than

anal passing average in the CPA board examinations,

+ teputeble wraduate progrant in business and managoment, and

€ have slractures to promofe a resezrch orientation

ROLES AND RESPONSIBILITIES OF A CENTER OF
EXCELLENCE AND CENTER OF DEVELOPMENT

The CC D shail be a locus ol academic and human resource
development i the field of business and  management. Hence it shall have
the lollowing dutics and responsibilities

institutionalize tertiary and waduate business and managemient programs
that are tesponsive to the needs of the country, business and industry;
serve as the country's provider of top quality professionals in the field of
accountarcy, business and management for  both  academe and
industry;

develop research capabitities in line with the development agenda of the
Philippinc government,

provide leadership, acadeaiic innovations in terms of programs, curticulum
development and instruct:onal methodology for other HEIs within its area;
tnplement specific upgrading projects as approved by the CHED and
submit periodic reports on these projects; and

undertake other tasks as may be determined by the CHED, for

developing business and management tertiary education in the Philippines.

CHED'S DEVELOPMENTAL SUPPORT FOR COEs AND CODs
IN BUSINESS AND MANAGEMENT EDUCATION

L PRIORITY CATEGORIES

The passage of RA 7722 mandated the responsibility of institutional
capubility building to the CHED. CIIED formulated the Master Plan for
Higher liducation that serves as blue print for developing higher education
ins the country. Under this Master Plan, CHED will selected COEs/CODs
that are expected o identify their own target and implement the necessary
mieasures (o attain their objectives. The priority categories of assistance.
idenritied by the CHED and the paraneters are as follows.




a

aduate Thesis/Dissertation Grants- These
guants are expected Lo increase the number of quality students who
Al eventually bet-)me pm(easmnals in the field of business and
nagement: in the level,
A0 10 A1473Ct the best sudents among high schaol graduates.

Gra scholarsh.p and  thesis/dissertation grants under this
category are open o faculty members of other HEls enrolled
in araduate business and nuanagement programs in COEs/CODs.
Schalarship and graduate thesis/dissertation grants are one time
wrants for the duraton of the project.

Faculty Development and Upgrading- These grants are meant  to
improve: the qualifications of the facully of COES/CODs and re-
abgn them with the objectives of quality academic performance
i e tield of business and management. These inciude faculty re-
toolmg and graduate education support for the COE’s/COD’s own
faculty  Assistance through this category may come in the form of
acduate scholarships, thesis/dissertation grants, and attendance in
b and intermational seminars, workshops and  academic
and research training

The COUSICODs are expected to send their faculty to
ether COESCODs for graduate studies to avoid in-breeding.

Material, Equipment and Software Acquisition -These grants are
meant 10 increase tie COE'S/COD’s capability for both instruction
and rescarch. “Equipment”  may include computers and  audio-
visual - equipment.  Excluded  from this category are apparatus
for administrative functions such as photocopiers,  facsimile
macaines. ete. This category includes the following provisions:

i Acquisition of new equipment

i Maintenunce and service of equipment

ii: Reforence materls (books. journals, manuals and other
1esources ) upgrading

Linkayzes- These grants may take the form of sponsorship of faculty,
tesearcly, and/or stulent exchanges and educational visits for faculty
and adrinistrators of COEs/CODs.

€1 Local linkagen are meant (o assist other REIs in improving

shor instructional and  rescarch capabilities and/or activities
10 *he fevel expected of @ business and management teaching
miitution



¢1 Imemationl inkages should enable the CORCOD to
venchnark its capabiliies sgaast intenational standards and
aquite the necessary tols o uplift the COEWCOD's
ovn capbilities

s Other Activities - Grants may come in vacied forms 1o cover
aspects celevant (0 mproving business and management education
Thate ¢ support for projects involving other HELs
ot These may cover the following

i Facilifation of sctual research work in business and
management,

Publication of resarch findings

i Fuculty incentives for academic research/publications and
related endeavors within the COR/COD  concept;

iv. Provision of ferums or other  related activities

i ess and management faculty,
sponsorship  of  national or international  conferences/
warkshops in cither instruction or research-related activities:

Instructional material development, and

vi. Acadenic intovations in curriculun aad program  development
including certificate programs for faculty.

. FINANCIAL SUPPORT

fhe CHED shall provide financial suppoit to the COEs/ CODs to help
them Garcy out their roles and respousibilities through a grant of P3
milliovvear tor 3 years for a COE and PI million/year for 3 years for &
COD. the funds will be taken from the CHED Higher Education
Development Fand (HEDF). Beforc the grant is given, the COD/COE
mwst sabmiz i full 3-year work and financial plan detailing its needs and
reflecun g the prioritics identilied above.

E.  RESPONSIBIL ES OF 1 CHED’S TECHNICAL
PANEl FOR BUSINESS AND MANAGEMENT EDUCATION
(VPBME)

The "TPBME, besides providing leaderstip in the development of programs.
and vurricula in business and management education, shall



1. recommend the criteria and the procedures for the identification of the
COES/CODs;

2. recommend possible COES/CODs to CHED;

3. recommend awards of special grants for projects and programs beyond the
purview of COEs/CODs;

4. recommend the approval of projects as wellas award of grants,
endowment funds and other forms of financial support to COEs/ CODs;

5. formulate a monitoring checklist for the COE/ COD projects;

6. monitor and evaluate the progress of the project assistance with the
CHED’s Office of Programs and Standards (OPS)- Business and
‘Management Secretariat and Higher Education Regional Offices (HEROs);

7. recommend a program of action to CHED regarding the status of the
(COE/COD within and after the duration of the project; and

8. study and review benchmarks for the different areas of specialization within
business and management education.

F. RESPONSIBILITIES OF THE CHED- HEROs IN RELATION
TO THE COE/COD PROJECT

The CHED-HERO, besides assuring the quality of education offered
by HEIs within their region and offering general assistance to all HEIs
in any project approved by CHED, shall:

1. assist the TPBME, through the CHED-OPS in identifying possible
nominees as COES/CODs;

2. assist the TPBME in moritoring the development and progress
(including visitations) of the identified COEY/CODs with the
assistance of the Regional Quality Assessment Teams (RQATS);

3. submit general periodic (semestral/trimestral) progress assessment
reports to the CHED, through OPS, on the COES/CODs status based on
the approved project proposal;

4, facilitate the processing of the financial liquidation reports, particularly
those coming from private institutions identified as COE/COD, to the
CHED-Commission on Audit (COA) regional Auditors.

G. RESPONSIBILITIES OF THE CHED-HEDF

The CHED-HEDF, besides attending to all projects approved by CHED
under its development thrust, shall

1. release the financial requirements of the COEs/ CODs as reflected in
their approved project proposals and as recommended by the TPBME ;



=

v 1 the correctness uf the liquidation reports submitted by the
COES CODs.

coordinate with the OPS-BMS regarding the financial and operational
stutusirequirements of the COES/CODs for orderly and expeditious
action

SPECIFIC INDICATORS (QUANTITATIVE
AND QUALITATIVE) FOR IDENTIFYING COEs/CODs

I tnstructional Pro
Ly
i Academic Qualifications
it Instructional Performance
b Laborat
¢ Liboary
d Other Instructional Facilities
« Student Selection and Retention
{ Pertornance n Board Examination

m Quality

2
o Output
¢ Logistics

3 C ity Extension

4 Personnel
b Progrms
¢ Structure

PROCEDURES FOR IDENTIFICATION OF COEs/CODs

Based on guiddlines issued by CHED, COES/CODs will be identified
according t the following procedures

1. HEls will be invited to submit a profile based on the criteria
mentionzd in Appendix A-Preliminary Survey Form

2 Phe HERQ conducts a preliminary survey and screening.

3. °The CHED through the TPBME conducts an evaluation of
prospective COES/CODs which may include visits and
interviews

4 The TPBME recommends prospective COES/CODs to the CHED.

S CHED issues an Order aaming COES/CODs.

6 CHED signs a Memorandum of Agreement with COEs/ CODs




J. DURATION, EVALUATION , CLASSIFICATION AND/OR
RE-CLASSIFICATION OF COEs/CODs

The designation of a unit as COE/COD shall be for a period of three
(3) academic years.

The selected COES/CODs shall be re-evaluated during the term and after
the expiration of its term to determine if it will be:

1. Re-classified as Center of Excellence or Center of Development
2. Retained in its status;
3. Suspended /Removed from the list of COEs/CODs;

Submission of annual liquidation end Jrogress reports for
with periodic will be a to
subsequent release of any succeeding tranche.

IL. OPERATIONAL PROTOCOL FOR THE IMPLEMENTATION
OF PROGRAMS AND PROJECTS OF THE COEs/CODs

A.GUIDELINES FOR THE INDIVIDUAL PROJECT
CAT specified refer to ceilings based on
total grants.

1. SCHOLARSHIP AND GRADUATE THESIS/
DISSERTATION  (50%)

a. Scholarships - The number of scholars, both in the
undergraduate and graduate levels, enrolled in COEY/ CODs shall be
decided, based on actual grant and grant duration. Selection and
retention of scholars shall follow rules and specified policies of each
institution, If new institutional policies are to be observed these
should be reflected in the report to be submitted to the
CHED (Please refer to.Annex [ and II for guidelines on scholarship
grants)

Since the COE/COD fund assistance for scholarships is only for
three years and because the duration of the undelyadume business
degree is four to five years, the COE/COD is ndvnsed to cither

compute the students’ total
‘with respect to the total project fund or look for other sources to
finance the differential.

Undergraduate scholarship grants should not exceed P 6,000 per
termand P 2,000 per summer for tuition and other fees per student.
Graduate scholarship should not exceed P 14,000 per tem and
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P 7,000 per summer for tuition and other fees per student. (Please
refer to Annex [I for other allowances.)

Scholarship grantees in graduate programs_of COE/COD should be
faculty members of other HEIS, as certified by their President.
Graduate scholars are expected to render payback service to the
sending HEI computed at 1 year for every 12 units of subsidy. In
the event that the scholar does not fulfill the service component of
the grant scholarship payback will cover the full amount of the
scholarship plus 12%. (Refer to Appeadix P -Scholarship Contract).
The CHED 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 classes should be taken from the
previous release of funds.

Liquidation ofany scholarship stipends and other allowances
for grantees  shall be reported through a payroll system.
Stipends and other allowances are not considered as
income and are therefore non-taxable. (Refer to Annex I
for allowable expenditures and liquidation procedure.)

b. Graduate Thesis and Dissertation

Thesis and dissertation grants under this category shall be
awarded to faculty members of other HEIs who are enrolled in
business and management graduate programs of COES/CODs.
Awardees of this grant should be duly certified by the President

of the HEI concemed.

The COE/COD shall be given the autonomy to implement criteria
and procedures for approval of thesis/dissertation proposals. These
criteria should be supportive of the COE’S/CODs research
initiatives and thrust and should be relevant to regional and national
concerms.

‘The COE/COD may grant up to beP 30 000,00 for thesis writing
and P 50,000.00 for di gr

to finish a thesis within a year aml a dlssertallon within 3 years from
approval of the grant. This proviso should enable the COE/COD to
comvly with its obligation to submit pe ions to the
CHED,

Liquidation of these funds shall be subject to specific requirements
outlined in the grantee’s proposal. The grantee shall submit a copy
of the thesis/dissertation to the CHED for record purposes.



Separate contracts for thesis/dissertation writing should be signed
between the grantees and the COE/COD concerned. (see Appendix P1)

2. FACULTY DEVELOPMENT (50%) This category of grants is
exclusive to faculty members of COEs/CODs

2 Graduate Scholarship - This scholarship may cover tuition feas,
salaries of faculty members who go on study leave, or salaries of
faculty substitutes provided the salary of the faculty on leave does
not come from the grant. (Refer to Annex II for allowable amounts
under this category.)

b. Graduate Thesis and Dissertation Grants - The COE/COD may
grant up to P 30,000.00 for thesis writing and P 50,000.00 for
dissertation writing. The grantee is expected to finish a thesis within
ayear and dissertation within three years from the approval of the
thesis/dissertation grant. Separate contracts for thesis/dissertation
writing should be signed between the grantee and the COE/COD

concened. (See Appendix P1)

Liquidation of these funds  shall be subject to specific requirements
outlined in the grantee’s proposal . The grantee shall submit a copy
of the finished thesis/dissertation to CHED.

c. Faculty Training- This category includes participation in seminars,
‘workshop and conferences. Expenses for workshops and
ttended locally or i i shall follow
requirements outlined in Annex M1,

3. MATERIAL , EQUIPMENT & SOFTWARE ACQUISITION (20%)
The following is a summary of the salient points on procurement of
‘materials, equipment and software:

a. For any purchase in the amount of P 500,000.00
or above, public bidding is required;

b. Creation of the Pre-Qualification, Bids and Awards Committee
(PBAC) is necessary prior to the holding of public bidding;

c. For any purchase in an amount less than P 500,000.00,
other  forms of procurement procedures may be utilized;



d. To prevent circumventing the requirements for public
bidding , COA restricts splitting of purchases, i.e. division of
procurement of the same materials/ services.

e. In case of public bidding, all participating entities should post
a bond. In the event the winning party cannot comply with the
terms of bid, the award will be cancelled and the posted
bond will be forfeited. The bond in this case shall
be incorporated into the COE’s/ COD’s grant.

The 1997 Commission on Audit Policy Training and Technical Facilities
(COA-PTTF) Manual on Procurements governs all procedures on

procurement. The usual liquidation requirements to be followed are
found under Annex II.

4. LINKAGES (20%)

This category includes faculty exchange, educational tours for
faculty and administrators and extension services. Travel, both local
and international shall subject to the allowable government
expenditures and liquidation processes. (Refer to Annex 1IT)

5. OTHER ACTIVITIES (30%)

This category includes activities that the COESCODs
may consider relevant to enhancing their basic capabilities
in the academic, research or extension aspects.

Liquidation of expenses falling under this category suchas
acquisition of supplies and materials for research shall be governed
by procurement requirements and subject to the liquidation
requirements. (Refer to Annex 111)

Note: It is recommended that COE’s/COD”’s research proposals be
submitted for competitive funding under CHED's National Higher
Education Research Agenda rather than through the COES/CODs

project fund in order to maximize the utilization of both project
funds.

In cases where there are resulting publications, copies of published
documents shall be submitted to the Commission (CHED)
for record purposes. Any publication incentives granted shall be
liquidated through the payroll system. (Refer to Annex IIT)



B. CONTRACTS AND SERVICE PAYBACK

Al grants shall be covered by duly accomplished contracts that
‘comply with CHED requiremens.

1..For scholarship grants:

»

After completion of the gmduam program, the faculty grantee
is a(pec(ed to render service payback to their sending
institution. If the faculty scholars opt to take advantage only
of tition subsidy while studying, the obligation shall be
computed at one year for twelve units of subsidy received or
a maximum of three years.

-

. For faculty members who received their salaries while on
study leave the service obligation shall be two years for every
year of paid study leave.

o

. In cases where the faculty does not comply with the service
payback requirements, he/she must refund the full amount of
scholarship and salary incentive plus 12% based on over -all
grant.

o

In case of partial compliance of the service payback
requirement the balance shall be converted to a pro-rated
‘monetary equivalent plus 12% interest.

o

Should the faculty member terminate the scholarship
prematurely, he/shall refund the full amount of the scholarship
and salary incentives availed of plus 12% based on total grant.

-

Exemptions and lowering of penalties of the foregoing will be
subject to submission of full justification of
circumstances/reasons by the non- complying party and
CHED reserves the right to make the final decmon regarding
such changes.

2. For other grants, e.g. thesis, dissertation, rescarch, non-completion
of the projects within the period specified in the contract will oblige
the grantee to refund the total amount of the grant plus 12%
interest.



€. MONITORING AND EVALUATION
1. COE/COD MONITORING REPORTS
4. PRELIMINARY REPORT PRIOR TO COR/ COD FUNDING

The COFs/ CODs shall submit a duly accomplished Preliminary
Data Form ( Appendix B).

The information may be used as the baseline/preliminary data for
comparison with the final data to be submitted at the end of the
grant.  Institutional  pesformance in  line with the COE/COD
project will be assessed through this comparison and will also be a
basis for evaluation points to be given by the TPBME for each of the
areas.

The Preliminary Data Form conlumsbmc

jor to
the COE/COD selection. Specific dau melud: among others:

i. Institutional Background
Facully

jii. Undergraduate Student Data
iv. Graduate Student Data

v. Graduation Data

vi. Facilities and Equipment

b. PERIODIC/ANNUAL REPORTS

The (UKAICODA Ahl“ accomplish the forms

instruments and shall include full details of the individual project
components being monitored.

Subsequentsubmissions shall be updates of the previous
data and should highlight chenges within the period concerned.

i, Forms for Scholarships and Grants Data

‘These forms should contain data on the profile of
undergraduate student scholars and graduate faculty
scholars from other HEIs supported through the
COE/COD grant:




These include:
.t Student ips (Appendix C)
o Graduate Student Scholarahips (Appendix D)
o ‘Thesis and Dissertation Grants (Appendix E)

ii. Forms for Faculty Development

‘These forms should contain a report on the activities of
COE/COD facully supported by the grant and should
include the following components:

o Faculty Scholarship Grants (Appendix F)
o Thesis and Dissertation Grants (Appendix G)
o Facully Training (Appendix H)

iii, Form for Newly Purchased Materials, Equipment
and Software

This form shall contain a listing of materials , equipment
and software acquired through the COE/COD fund
within the period. ( See Appendix 1)

iv. Forms for Linkages

“These forms should contain a report on the linkages/
outreach/extension services carried out through the
grant. These should include the following:

« National Linkages (Appendix )
o International Linkages (Appendix K)

v. Forms for Other Activities

‘These forms should contain a report of other
activities of the COE/COD not included under any
of the above categories but still supported through the
project grant. These may include:

© Researches (Appendix L)

« Publications (Appendix M)

* Forums, Seminars, Workshops and Conferences
(Appendix H and H1)



o Evaluation Forums, for Seminars, Workshop and
Conferences sponsored by COE/COD (Appendix H2)
o Instructional Materials (Appendix N)

Any other activity supported by the grant that do not
fall under any of the above categories must be written up
in another report.

vi. Form for Index of Comparison

This form should contain a summary of the changes in
each category within a specified period. It should
indicate progress of each category per term or
period. (semestral/term) and should be submitted

at the end of the term following the start of the grant.

(Appendix O)

2. FORM PROCESSING

Al forms, including supporting documents, shall be submitted by the
COES/COD:s directly to the Secretariat for Business and Management
Education at OPS, at CHED Central Office. These reports will serve
as bases for an evaluation to be done by the TPBME. The secretariat
shall then prepare a project assessment report based on this evaluation
by the TPBME. The secretariat will be responsible for furnishing 2
copy of the evaluation to the respective HEROs.

Reports shall be filed by the secretariat as part of the perpetual record
of the CHED.

3. VISITATION BY THE TPBME

The TPBME shall conduct periodic visits to the COES/CODs to assess
the status of their respective projects as needed. The COE/COD will be
notified of these visits beforehand.

4. QUALITY INDICATORS FOR THE MONITORING AND
EVALUATION OF COE/COD PROJECTS

The following quality indicators, among others, may be used
in evaluating the progress of projects of COES/CODs.

a. Snllolnrshlps and Thesis/Dissertation Grants
i Attrition rate

Graduate school enrollment

Market acceptance of graduates

iv. Performance in the board examinations
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v. Completion of thesis/dissertation

b. Faculty Development

i. Number of faculty with graduate degrees
ii. Teaching performance and techniques
Research output

iv. Relevance of seminars, workshops and conferences
sponsored/attended

v. Evaluation of seminars, workshops and conferences sponsored.

¢. Materials, Equipment and Software Acquisition
i. Effective use of materials, equipment and software
ii. Maintenance of materials, equipment and software

[

Linkages

i. Number of contacts’MOAs with other HEIs,
professional organizations, and private and/or government
agencies

ii. Linkages in improving the faculty qualifications of
other HEIs

iii. Faculty/ student exchange, community outreach

iv. Output of educational visit

v. Relevance of linkages

vi. Impact of community outreach/service

o

Other Activities
i. Number of publications
ii. Quantity and quality of research output
iii. Number and relevance of workshops, seminars and
ducted for other lizati

C. CHED-HEDF-COA GUIDELINES FOR FINANCIAL
PROCESSING

1. COE/COD FUND MANAGEMENT AND FUND RELEASES

The fund assistance from HEDF comes from public funds,

raised as stipulated under Section 10 RA7722 These funds are
subject to on and audit.
Auditing and acounmmg procedures for private institutions chosen
as COES/CODs shall follow COA Circular No. 96-003; public
institutions shall follow COA Circular No. 94-013. (Annexes VA and




Each of the COEYCODs shall receive the total amount

allocated in three tranches. Each tranche will be released in

May prior o the relevant school year. A Center of Excellence shall
be allocated P3,000,000.00 per tranche; whilea Center of
Development will reccive P 1,000,000.00 per tranche

2. HEDF REQUIREMENTS PRIOR TO INITIAL FUND
RELEASE

The COMMON FUND CONCEPT govems the management of

all funds relative to the CHED-HEDF projects for COEs/CODs.

The fund begins with the opening by CHED of a single bank

bank account with Land Bank of the Philippines. The account

shall be calied the CHED-HEDF Account for COES/CODs.

This will bethe only bank account for all CHED approved
projects for COEs/CODs. All HEDF grants will be released through
this account.

COEs/CODs shall in turn open an account with a Land Bank

branch in the region. The direct transfer of funds from the HEDF to
the institutions Land Bank account will speed up the remittance of
‘money to the COEs/ CODs. The institution shall issue an official
receipt to the HEDF once an amount is credited to its account.

The COE/COD shall appoint a Project Coordinator who may

be any high ranking school official in the COE/COD (from the
president down the dean). The Project Coordinator will be responsible
for the management of the fund vis-a vis the approved projects. The
Project Coordinator will also serve as the liaison officer with CHED
on all matters pertaining to the projects.

The COE/COD Project Implementors are the school
administrators who  vill exccute the plans of action in the
approved project proposals.

Any major decisions relating to the approved projects should be
‘made through a consultative process within the COE/COD and should
involve the Project Implementors.

Any change in the appointment of the Project Coordinator and./or
Project Implementor should be immediately reported to the
OPS-BME.
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LIQUIDATION TS PRIOR 1O T
RELEASE

Subsequent rclenses for the COR/COD grant shall be based on the
amount of unliquidated funds in the institution’s COB/COD account.
Before any subsequent. trancho is  released, the COF/COD should
liquidate at feast 75% of" the previous release. The folfowing should
be subnitted with enct: repart

a Oficil fiquidation documents
b A copy of the book balance of the bank account

Liguidation reports shall be subnitted unnually not later than
Maich “Franche ieleases/fund replenishment shall be clfected in May.

OTHER GUIDELIN

| ADMINISTRATIVE COST

The COR/COD may uppropriate & maximum of 3% of the total grant
to be charged as administrative cost.  Adminisirative cost shall be
limited 1o expenditures for consumable materials such as paper, printer
ink/toner etc. They shall also be subject to the prescribed auditing and
ement procedures.  Equipment, such as photocopiers and
nile machines miy NOT be procured through this grant except
when such provision for an equipment was included in the work and
financial plan. No part of the fund may be given as additional
compensation o any administrator or staff of the COE/COD.

SLONAL  CHAN
i PROPOSAL

IN THE SUBMITTED

The COE/COD may make provisional changes in their
budget requirements, i.e, re-alignment of finances which change
shall be  subject to rules relevant to each of the categories
specifiecd in the  approved  propasul. ‘These  changes have
to be submitted to CHED and must be approved by
CHED  before they are implemented.

GUIDELINES DURING THE TERMINAL PHASE OF THE
PROJEC

Liquidation of the tetminal/inal fund release must be submitted
within ayear afler completion of the project. Any unutilized funds
shall be “rewrned to the CHED within 30 days afer the
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aflical date of termimtiowcompletion of the - project

Within 60 days aller completion of the project, the COE
shall  submit & report on the completion of the project. The CHED
shall then issue to the COI/COD a certificate of aceeptanee of the
project aulcome

All other CHED iswnnces, which are inconsistent with the
above guidelines ave hereby repealed or modified

SRFECTIVITY

“These guidelines shall take effect immedintely.



®
ANNEX |

GUIDELINES FOR UNDERGRADUAT

UDENT SCHOLARSIIP PROGRAM

T Undergiaduate Student Scholniship Progran is wiended to award scholarships 1o doserving
ncoming college fieshnion who wil bo taking up Acconntancy, Business, or Management in Conters of
Excelkuce (COEs)/Centers of Development (CODs)

Qualifications of Applicants

Au apphicant should possess the following qua

11 Must be a Filipmo citizen

12 Must be centfied by the schaol prmcipal as belonging o the upper 0% of the b
graduating class;

13 Must bo in poed health as cortifiod by 4 segistered physician;

14 Must be of goad moral chacacter as cortified by the high school principal,

15 Must nof be a holder of another govenmuent scholarship goant;

16 Must pass the eniranco and/or scholarship oxamination couducted by U COR/COD,

1.7 Must have 1o pending application for restdent or immigrant status for ths USA or any other
country.

school

Filing of Applicati

for the Schalrship

Application for scholarship
applicant wishes to study.

be obtamed fiom and filed with the COE/COD whero the

Documents to b submited aro the following
2.1 Caification from tho high schoof principal that the applicant belongs to the upper 10%
of the geaduating class:
Health cortificate from a registored physician;
Cartification of good moral charactor from the high sehool principal
Contification from the parent that tho applicant hus no penduyg application for
sesidont/immigration status to tho USA or any other country,
Two recent photographs (1"x 17); and
2.6 High Sehool repoit card (Form 137)

[
A

ex
ote : Amauats sliown refur to allowable ceilings  Liquidation will bo based on actual
disbursement but not exceed ceilings

3. Scholarship Priviteg
N

Applicants who qu

¢ for tho scholarship with COE/COD may receivo the following  benefits:

Semestral vimestial Summer
(5 moy) (35mos) (6 wecks)
“Tuition & other schiool fees: not to exceed P 6,000.00  6,000.00 6,000.00 2,000.00
Monthly stipend 12,500.00 8,750.00 3,500.00
Dook Allowance:  PBOU/semester/term 800.00 800.00 400.00

ROTC Uniform Allowance tgiven only once to students)  500.00
* sunimer will be allowed only 1f it s required by the curricutum




o

4 Areas of Study

T grantees shall cmoll m Accountancy, Busmess, or Management cowrses i designated
COES/CODs. Duing the period of gant, the grantes way shift to other accountancy, business, or
aanagement courses, but iy ot shift o othar programs.

5. Adminisivstion of Sclfurships
51 The scholarships shall be adummnistered w the COEs/CODs. Tho COE/COD shall
S0 Designate a Schokrship Coordmator,

512 Administer the schofarship prograns inchuding the selection of scholars in accordance
witl proscrbed guidelines

S13  Sead a Notice of Award specifying the deadiine for replying o the scholarship offor
and tho date for the contract signing. The Notice shall includo a request for the scholar
1o bring thie followiug documents.
2 Patent's residence cetificate
b Docomentary stanp
¢ Notacial foo
A Awardeo’s buth cartificate (in case citizenship 1s not ostablisiied)

S1a

Disburse the mouthly stipend and other allowances to the student

57 A Scholarship Comtract (se0 Appendix P) shall be cigned by and between the COE/COD, the
scholar and hisfer parent or legal guardian. Tho COE/COD shall:
521 Verify the idontity of the awardeo through his information sheet;
522 Give the awardee and hisher parent(s) tine to read the agreemen
523 Iustruct the awardeo and parent to sign all pages of the agreement; and
524 lssue a Latter of Admission to the Registrar

53 Tho scholar shult shoulder tho sxpense for tho notarization of the Contract and offier expenses
not. covered by the grait

5.4 CHED and the Higher Education Regional Office (HERO) shall be provided a copy of the
notanized contract; and

5.5 A mastor list of scholars in the COE/COD supported by the CHED grant and a performance
seport  shall e submitied to CHED in accordance with the undergraduate: scholarship
monitormy repart. (See Appendix €)

Roles and Responsibilitien
6.1 Comnussion on #tigher Education (CHED)
611 Issue policy guidelines for the scholarship program
612 Puovide budget allocation for each COF/COD nd transfor the amount based on the
approved budget in accordance with CHED grants-in- aid conditions.

6.2 Centers of Excelience (COEs)/Centers of Development (CODs)
Administer an entrance and/ or scholurshipy examination to solected applicants.
622 Administer tho scholarship program.
623 Develop u database on its scholarship program.
6,24 Submit perodic financial and tochmical reports to CHED i
wants-in-aud conditions

accordanco with CHED
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o Letter of request for the deferment of service obligation (supplemental agreement
covering the deferment)
» Copy of the scholarship contract if study is under a scholarship

7.3.1 Local Studies

7.3.2 Interational Study
«  Letter of request for deferment of service obligation (supplemental agreement
covering the deferment)
«  Copy of the scholarship contract if under scholarship
o Surety bond if scholar is studying through his own personal resources

7.3.3 Other Reasons, .. travel abroad
o Letter of request for deferment of service obligation

o Supplemental agreement
o Surety bond



ANNEX IT

‘GRADUATE SCHOLARSHIP PROGRAM

The Graduate Scholarship Program shall be awarded to deserving faculty members of other HEIs
teaching Accountancy, Business, Management, or related courses. The scholarship shall be for full-time
studies leading towards a master’s or a d degree in Business or

1. Qualifications of Applicants

An

possess the

2.1 Must be a Filipino citizen

2.2 Must be crtfied by the school president of the HEI as a full-ime faculty member of that HEL;
2.2 Must be of good moral character and must be clear of any adninistrative charges;

2.3 Maust bo in good health as certified by a registered physician; and

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

2. Filing of Application for Scholarship

Application forms should be the COE/COD applicant is i study
3. Scholarship Privileges
‘Note: Amounts shown refer to allowable ceilings. Liquidation vill be on actual disbursement
but not to exceed coilings.

‘Applicants who qualify for scholarship program may receive the following:
Semestral  Trimestral  Summer
(Smos)  (35mos)  (6wks)

Tuition & other fees: P14,000.00/erm 14,000.00 14,00000 7,000.00
Stipend : not to exceed 22,000.00 15,400.00  7,000.00
Book Allowance: P2,500/term 2,500.00 2,50000 1,250.00
Travel Allowance:P3,500/term 3,500.00 350000 1,750.00
Per Term P42,00000 P 3540000 17,000.00

4. Aress of Study

4.1 The scholarship wil be for studies leading towards a mastar’s or doctorate degree in
ccountancy, Business or Manay
4.2 The scholar should anroll oaly in designated COES/CODs.

@

Administration of Scholarships
5.1 COEs/CODs shall:

5.1.1 Designate a Scholarship Coordinator



N

512  Administer the sd:olarshlp program including the selection of scholars in accordance with
the prescribed gui

513 Senda Noticeof Awrd specifying the deadline for replying to the scholarship offer and
the date for contract signing. The Notice shall include a request for the scholar o bring

the following documents:

a. Documentary stamp

b, Notarial fee

c.. Awardee’s birth certificae (in case citizenship is not esublnheﬁ)
514 y stipe allowances

5.2 A Scholarship Contract (See Appendix P ) shall be signed by and betwoen the COE/COD and the
scholar. The COE/COD shall:
52.1  Verify the identity ofthe awardee through his information sheet;
522 Give the awardee time to read the agreement; and
523 Instruct awardee to sign all pages of the agreement.

5.3 The scholar shall shoulder the expenses for the notarization of the Contract and other expense
that are not covered by the grant.

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

5.5 A master lst of scholars in the COE/COD and a performance report shall be submitted to CHED
in accordance with the graduate scholarship monitoring report (See Appendix D).

Roles and Responsibilities

6.1 Commission on Higher Education (CHED)
6.1.1  Issue policy guidelines for the scholarship program.
612 Provide budget allocation for each COE/COD and transfer the amount based o the
approved item- budget in accordance with CHED grants-in- aid conditions.

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

6.2.1 Administer an entrance and/or scholarship examination to selected applicants.

622 Administer the scholarship program.

623 Develop a database on the scholarship program.

624 Submit periodic financial and technical program reports to CHED in accordance with
CHED grants-in-aid conditions.

62,5  Liquidate the scholarship fund at the end of each term and have it audited by the Resident
COA Auditor (for SUCs) or the Resident COA. Awhzur ofdw CHED Regional Office (in
the case of private HEIs) and !

6.3 Higher Education Regional Offices (HEROs)
63.1  Perform an oversight function for CHED with regards to the Scholarship Program.



6.4 Scholars

64.1
642

643
64.4
645
647
648

6.49.

Enroll immediately upon receiving the award.

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

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

Maintain good moral character and good health.

Complete the course within the prescribed duration.
Shoulder all additional expenses for repeat courses in case of failures/withdrawal
Follow other requirements as may be spelled out by the COE/COD relevant tothe
scholarship program.

Render service payback as stipulated in the contract. (See Appendix P)

65 COFJCOD Coordinators
Provi

652
653
654
655

o ochical aiance o sholrs uring tho registration period, e.g. advising in the
selection of subjects and units to be enroled.
Orient all the scholars regarding CHED aud COE/COD poliies.
Collect periodic reports such as registation forms, grades, etc. from the scholars.
Monitor the scholars’ performance during the term.
Recommend and facilitate issuance of student clearance and other credentials of the
scholars as may be needed.

7. Service Obligation

7.1 Upon completion of hisrher degree, the scholar shall immediately render service preferably in
the HEI that sent himher for studies for a minimum period equivalent to the length of time that
he emjoyed the scholarship.

7.2 1f the scholarship is terminated prior to the completion of the program,  he/she shall ither:
refund the total financial assistance he had plus 12% interest; or rendsr service 10 the country
equivalent to the leagth of time he enjoyed the scholarship.

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

7.3.1 Local Studies

73.2

7.32

Lettor of request for the deferment of service obligation (supplemental covering the
doferment)
Copy ofthe scholarship contract if study is under scholarship

Intemational ~ Study

Letter of request for deferment of service obligation (supplemental agreement
covering the deferment)

Copy of the scholarship contract if under scholarship

Surety bond if scholars is studying through his own personal resources

Other Reasons, o, travel abroad
Lette of request for deferment of service obligation
Executo supplemental agrecment

Surety bond



ANNEX I

GUIDELINES FOR ALLOWABLE EXPENDITURES AND LIQUIDATION
PROCEDURE!

A The

shall apply for and activities:

1. Only the following shall be honored for liquidation purposes:

»

-

<.
d.

e

Original proof of billing (e.g. uition, bus, plane and boat tickets, meal
receipts, etc); and documents marked "official receipt"

Original copy of signed certificate of appearance;

Certified true copy of other forms of certificates received;

Original copy of signed list of attendees for meetings, forums, worksliops;
conferences, etc; and

Original copy of signed documentary requirement forms.

Notarized Affidavit of Loss for missing original receipts or documents will be
required for liquidation purposes.

2. Following are the forms to be submitted as in triplicate applicable:

~EEme ae T

3A

Authority to travel

. Itinerary of Travel

Cortificate of Travel Completed
Authority to Hold Activity
Authority to Reimburse
Requisition and Issue Voucher

. Certificate of
. Certificate to Justify Emergency Purchase

Reimbursement of Expense Receipt

ificati offund ilabili th officer shall be issued before

travels,
cash advlnm shall budw m'pmslblhty ofthe COE/COD

witly. Intemal

B. PAYROLL

The term “payroll” serves only as a guide in the liquidation process for scholarships,
‘grants and other faculty/researcher incentives. The Commission does not approve of hiring
personel who will manage the COE/COD projects in the Center and whose salaries or
honoraria wil be taken from the fund



1. ALLOWABLE EXPENSES
a. Undergraduate Scholarships

Applicants who qualify for the scholarship with COE/COD may receive the following
benefits:

Semestral Trimestral Summer

(5 mos) (3.5 mos) (6 weeks)

Tuition & other school fees: P 6,000.00 ~ 6,000.00 6,000.00 2,000.00
Monthly stipend : 12,500.00 8,750.00 3,500.00
Book Allowance: P800/semester/term 800.00 800.00 400.00

ROTC Uniform Allowance (given only once to students) ~ 500.00
* summer will be allowed only if it is required by the curriculum

b. Graduate Scholarships (Masters and Doctoral Studies)
Applicants who qualify for scholarship program may receive the following:
Semest i

ral  Trimestral  Summer
(Smos)  (3.5mos)  (6wks)

Tuition & other fees: P14,000.00/term 14,000.00 14,000.00  7,000.00
Stipend : not to exceed 22,000.00 15,400.00  7,000.00
Book Allowance: P2,500term 2,500.00 2,500.00 1,250.00
Travel Allowance:P3,500term 3,500.00 3.500.00 750.00

Per Term P42,00000 P 3540000 17,000.00

. Graduate Thesis and Dissertation
‘The maximum amounts shall be:

‘Thesis - P 30,000.00
ii. Dissertation - P 50,000.00

Note: a partial disbursement of ot more tha half of the geant may be mads upon submission
of a certificate approval of the thesis/dissertation. The final disbursement shall be given cnly
upon presentation of the final paper.

d. Faculty Salary Incentives
The full or partial salary of the faculty on study grant his substitute shall be based
on the standard faculty compensation in the HEI corresponding to the level or rank of the

faculty scholar or substitute during the time of the grant. Salaries shall be subject to tax
deductions since they are considered as incorme.

e. Short training and certificate programs : maximum amount of P 6,000 00/participant
£, Researchy Publication Incentives

The maximum incentive to be given to a faculty researcher for every approved
rosearch or refereed and published joumnal article shall be P 50,000.00. If the research is co-
authored, the amount shall be divided equally among the authors.
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& Extension Service programs -maximum of P 50,000 per project.

2. LIQUIDATION REQUIREMENT

The above expenses shall be subject to  requirements given under column II
below. The payroll form should include the name of the payee, amount paid (including
breakdown for other incentives received, tax deductions, etc.) and signature of paye.

Category

Undergraduate Scholarships

Payroll
Copy of signed and notarized contracts (for
initial liquidation only)

Graduate Scholarships « Payroll

©  Copy of signed and notarized contracts (for
initial liquidation caly)
Faculty Salary Incentives *__Payroll
Graduste Thesis and « Payroll
Distertation * Copy of signed and notarized contracts

o Original receipts used for the study
*__Copy of final paper

Short Courses
* Payroll
Proof of actual billing
o Certificate of Attendance

Rescarch Incentives o Payroll

‘Proof of actual billing
Copy of the publication

C. TRAVEL
1. Inclusive Parameters

Expenditures may include:

a. Fare for buses, trains, airlines and boats/ships
b, Subsistence, lodging and per diem allowance- For local and foreign travels, per
diem is P 300.00 and US § 300 respectively. Per diems cover inland

transportation,

‘meals, lodging, and other incidental expenses. Per diem for local

travel is considered non-commutable and is therefore not subject to proof of
expenditures. However, a portion of per diem for foreign travel is commutable.

| Transportation of baggage
Hiring of guides or patrols

Transfers

Road tolls

mmoao

Chartered boats, launches and automobiles (taxi)




. Parking foes

Incidental expenses may include transport between office or residence or
temporary work assignment and airpor, pier or bus station.

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 cancemed however
may request for reimbursement of the equivalent cost of the customary mode of
transportation as outlined below. Circuitous routes or side trips may not be charged
against govemment funds.

=

2. The following activities may cover travel expenses:

. Thesis or dissertation - travel expenses related to thesis/dissertation are allowed
within the limits of the grant. No additional funding will be given for this
purpose.

b, i i ksh

e Ac:dcmlc/mmmh ex and

3 Any cther spproved.acthty selovaat tothe grant that may entail travel.

ops;

‘Note: Grantees from govemment institution should follow COA policies and definition
for expenses

4. AMOUNTS FOR TRAVEL

a. LOCAL TRAVEL

Permissible  travel expense is P 300.00 per day, divided into P 200.00
travel allowance for inland transportation, meals and other incidental
expenses and P 100.00 for lodging. Claims for expenses up to P 300.00 do
not require proof of billings.

. Reimbursement of travel omao ahm P 300,00 shall only be :.\hwad
upon a certification i
absolutely necessary and the awmpmm bills and receipts mpmsmmd

Allowable air travel is in the economy section; and first class for local sea

by a written justification acceptable to the Chairman of CHED o his
designated representative.

=

No claim shall bo allowed for travel within the Limits of the city or
municipality, where the permanent offiial station is located. Claim for
travel expense within a 50-km radius from the outskirts of the city or
municipality whero the permanent official station is located shall be
allowied upon presentation of appropriate bills. Allowable travel expense
inthis case shall ot exceed P 200.00.

=

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



i hould a trip itinerary shall be paid

i
anly upon the submission of the following:

© A written justification approved by the COE/COD project
coordinator the additional itinerary

Approval of the Chairman of the CHED or his designated official if
the travel exceeds one (1) calendar month

*  Ifthese requi are not satisfied, the travel shall shoulder
the excess of the travel expenditures.
A official or Center duration
dre tosickness shall not be amded addmmul per dum or
expe dered.

b. INTERNATIONAL TRAVELS

Foreig travel shall be categorized into study and non-study trips.

Study trips - These shall include exchange, visitations or research of
faculty. Faculty under study schemes or research collaborations with
govenment or private institutions shall also be covered

+A Memorandum of Agreement (MOA) shall first be exccuted by the
sending and accepting institutions. Details such as the specific counterpart
expenses by each institution, duration' of travel and other pertinent
infomnation shall be included in the MOA. The MOA shall be subject to
the approval of CHED.

«For officials and administrators of state universities and colleges
(SUCs), approval for study trips shall come from the President of the
Philippines or his designated official. If non-administrative personnel are
involved, the approval shall come from the Chaiman of CHED or his
designaid officia.

Non-study trips - These shall include attendance or presentation of a
paper @ research in an intemational forum, conference or workshop
sponsond by a government or private organization (local or foreign).

« Wthe COE/COD is the official organizer of an international event to

be held in the Philippines, the COE/COD may charge travel expenses for
guestspeakers or participants against its project fund Provided that the

COE/CODs shall not request for supplemental funds for this purpose.

Travel by SUC officials, administrators, faculty and staff follow
govenment poliies, regulations and procedures.



iii. Allowsble Amounts for Study and Non-Study Trips

Per diem- grantee shall be allowed a US $ 300.00 daily allowance.
‘This is divided into non-commutable travel allowance of US
$100.00 and commutable US $ 200.00 for accommodation.

In case the host country or organization provides lodging,
maximum per diem should not exceed US$100. Ifthe host country
or organization provides a lodging allowance below US$200, the
difference may be provided through the fund.

Grantees shall be entitled to pro-departure expenses up to
P2,500.00 for miscellaneous expenses such as taxi fare, passport
photographs, immunization, visa fees, porterage and airport
terminal fees subject to the preseatation of receipts.

If spousoring agency does not provide transport, the grantee shall
be allowed full transportation expenses, ecanomy class o
otherwise specified in the travel authority. A USS 100, 00 travel
allowance i travel at point

Payment of travel expense above US § 300 shall be subject to the
llowing:

* submission of a cortification 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.

iv. Liquidation

©  Within thity (30) calendar days afler arrival from a trip, the grantee
should submit a report on the trip, including recommendations to the
CHED. Liquidation of travel by the grantee shal be submitted within sixty
(60) calendar days after arrival in the Philippines.

If lhnmpnunulhdarmsﬁoﬂ,thnmumumdwmmdw
unused funds to the COE/COD project.

Ifthe trip is extended the following should be submitted:

- additional itinerary
- justifcation for travel extension.
- certification that the expenses were necassary.



LIQUIDATION REQUIREMENTS

Category

Local Travel

0

Authority to Travel/Travel Order
Itinerary 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 ( ayplovad by the
COE/COD coordinator of CHE
Non-compliance  with allawnd class of
transportation and hotel accommodation
(approved by CHED Chairman and
endorsed by COE/COD Coordinator)
Fmofs of billing (f 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)

v

\AAAS

Forcign Travel

R

Authority to Travel/Travel Order
Itinerary of Travel
'Memorandum of Agreement (for study trip)
Certificato of Travel Completed
Certificato of Appearance
Certificate of Absolute Necessity (for travel
expenses beyond USS 300.00) dnly lppmved by
‘CHED Chaisman or for SUC Presi
Justification for (if necessary)
> Non compliance with allowed class of
transportation and hotel accommodation
sub;xttnlhawmvl.l of the CHED
for SUC President or his
designated mm
Proofs of billing (if beyond the US$ 300.00 per
diem allowance)
Airline, ship and bus tickets
Hotel receij

Vv

eceipts
Meal receipts (if necessary)
Pre-departure expenses
Reimbursement of Expense Receipt
(RER) for taxi fare (inclusive of
transportation expeuse)

vvv




D. PROCUREMENT
1. ALLOWABLE ZXPENDITURES
a. Equipment, Instructional Materials and Software
Purchase of xquipment, instructional materials and software required by the
Center may be charged against the COE/COD fund subject to the usual govemument
procedures on procarement and auditing. ( see Annex IV)
b. Supplies, Materials and Software
Supplies and materals are the expendable commoditios, Purchase of office
supplies is alloed within the 3% administrative cost limit of the project and should
follow procurement and auditing rules
An abstract of caavass (Appendix R) of at least three suppliers should be

submitted.  If persaal funds of the official/employce of the COE/COD were used, an
authority to reimburse (Appendix S) should be attached with other pertinent
‘documents.

o Emergency purchases not to exceed P 10,000 maybe availed of upon
submission of a Certificate to Justify the Emergency Purchase (Appendix T)
issued by the head of the institution or project coordinator

2. LIQUIDATION PROCEDURES

Category Liquidatic

Procurement of  Equipment, | Requisition and Issue Voucher (Appendix U)

Instructional Materals, Software, |  specifying equipment and supplies or their

and Supplies (Normal procurement | equivalent, duly approved by the proper

methods ie. public bdding or other | authorities

forms of procurement) ®  Certification of fund availability from
CCOE/COD account officer

o Purchase/Letter Order 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

invoice

Documents regarding procurement process

used for purchase of requested materials (if

‘public bidding, documents therefore, etc.)

Abstract of Canvass Certificate of

acceptance (Appendix R)

Certificate of inspection (Appendix V)

Result of tests, if applicable

Certificate wmvmg the rights of the supplier

tobe ing, if applicable

33




Emergency Purchase * Appropriate bills/receipts
* Abstract of Canvass (Appendix R)
* Centificate to Justify Emergency Purchase
(Appendix T)
«  Authority to Reimburse, if applicable
(Appendix S)
E. REPAIR OF EQUIPMENT
1. ALLOWABLE

A provision for minor_ repair of equipment may be  included to maximize the use
ofthe resources ofthe COE/COD. Repair roquisitions that equal or exceed the cost of
purchase of a new squipment should be handled judiciously.

4.2 LIQUIDATION PROCEDURE

Category

Repait of Equipment

.

Request for repair or servicing , duly
approved by proper authorities within the
Center

Report of replaced parts, if applicable
Certificate from the property custodian/
officer that the equipment belongs to or is
being used by the Center; that the repair
requested is necessary, and that the defect
was due to normmal wear and tear and not due
tonegligence

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
documents therefor.

Accreditation papers of the repair shop ¥
repair is done under emergency situation,
cetification from  the  head/project
coordinator of such situation.

Certificate of warranty issued by the repair
shop.




F. COMMUNICATIONS SERVICE

1. ALLOWABLE

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

‘COE/COD project fund.

2. LIQUIDATION REQUIREMENTS

Category

Postage/Courier Service/Telegrams

Appropriats bills and receipts

®  Listof Addresses

G. PUBLICATIONS
1. ALLOWABLE

Ergents icuned fr publicaions may be tlen s the COE/COD fund

provided the published articles are:
*  Research output;
. i ials such as

*  References required by research

Excluded are topics on life, history, funman ‘resources and activities of a person,
a group or even the COE/COD s a collective unit.

2. LIQUIDATION REQUIREMENTS

Category

Publications-related Expenses

Bill of the publisher
Copies/clippings of the publication and/or
notices

Canvass of the rate for advertisements, if
applicable

AND C

H. FORUMS,

1. ALLOWABLE

For forums and seminar-workshops hosted by and related to COE/COD projects,
the CHED shall allow support within the limits of the travel and accommodation given
under local travels, The COE/COD project coordinator, upon recommendation. of the
project implementors, may decide to give full or partial support. If the activity is
supported in part and a registration fee is charged to the participants, thess foes may
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be incorporated into the COE/COD project fund for that activity. This need not be

subject to auditing guidelines.

For purposes of honorarium, the following rates apply:

« guest speakers - P 1000.00 per day

 lecturers from private institutions and SUCs — the Civil Service Commission
Memorandum Circular No. 15, series of 1988 shall be adopted and further

elucidated as follows:

i,

Professor level ~ PhP 250/hr
Associate professor level - PhP 200.00/hr
Assistant professor level - PhP 150.00/hr

iv. Instructor level - PhP 100/hr

Honorarium for administrative personnel doing work in connection with the

activity shall not be taken from the fund.
2. LIQUIDATION REQUIREMENTS

Category

Forums, Seminar-Workshop and
Conferences

.

.

Authority to Hold Activity
Certificate of fund availability from the
‘COE/COD account officer

Canvass of three (3) quotations from venues
for activity if held outside COE/COD

> Reeenptsfm'nnspon fare (if necessary)

> Receipts for materials used during the
activity

Payroll for honorarium - indicate name,

amount received, length of service, if moro

than one day and signature.
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o “ilMeadsnf Uepariments, Rureaus, Agencies, and

Ofiices nf (he Hational Goavernment; leads af
Boards of Love: naent Dwned or Control led
Chiel  Accnuntants/Carporate  Treasurers;  Provioesal
Bovernnrs: Lty and funicipal Nayors; Local Freas nra,
Accauntants,  Budgnt OF Ocers; G0A Direstors,  Aud: o
and ALl Others Coneornng .

Governing
Corporations;

Restatement with amendmants of COA Circolar No. o
gated February 15, 1995 Prescribing  Accounling  ang
Auditing Guidelines on the Relmase of Fund Assistance
Lo Mon-Govarmmnntal Organizations / People ‘s  (rgan-
1zations (NGDs/POs) .

RATIONALE AND ORJECTIVES

fhe 1987 Philippine Constitution provides under Section 23,
Article 11 that the State shall encourage non-governmental |
conmunily-based, or sectaral organizations that promote  the
pelfare of the nation. In consideration of this provision.
fupublic Act No. 7160, otherwise known as the Local Gowerament
Code, nstitutinnalized the parlnershin of these  arganiselions
nd the local govermment units (LfUs) .

In order (o {inance the developmental efforts of theee
NGUS/POs, ' government  orqamizatinns  (G0s) teel, national
government agencies (NGAS), LGUs and  qovernment -owned/contrmllnd
€Orporations  (GOCCS)  extend financial assislance 1o t

1mp L eme:
the projects of the former .

Since the Commission has noled (hat there has bean a  markea
InErease an the active participation of MGUs and POs in  oat e
building, COA" Circular No. 95-003 dated February 15, 1993  wae
issued. However, upon ils implementalion by  the G0a,
provisions thereol need amendments and «larification,
crrcular is 1ssued t

1.1 restate and amend C0A Circular No.® 95-003  gated
February 15, 1a95;

1@ clarily ounecstin 0 assets  acanired 4 peeoesis
completed by NGOS/PO from fund ane s
them; ang

ance released 1o

Pe3 o provide dl1ustiative arcannating ents g elatsve 19 e
release of funds te (G /0N
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2.0 PEFINITION OF TERNS

For purposes of this Circular, the followim terms shall be
construed to mean as follows

2.1

2.3

2.4

2.5

2.6

2.7

2.8

Accregitation -« the acceptance by Lhe GU of the NGO/PO
‘o implement tne former’s project  after  proper

o fimation and validatien of required aacuments .

\ary - tne community or any of 1ls sectors which
recipient of the results of the development
Miieris of the COr and the NGO/PO.

ung Assrstance - the government funds entrusiSd to the
B 1o over the implementation of 3 proicts which
O e lued in the Work and Financial Plan WEP)  and
fudget of the GO release of which i not necessarily
B etee “lo Maintenunce and Other 0perating Expenses
LrBESS Grants, Subsidies and  Contrabullons (3-10-
001 " Tnis may be 1n the form of | 1rainivy packages
00 oo projects, interest-free loans, etc.

Government Office - any goverament 2aeacy whether
Gover e tiomal ar corparate, which extends financial
assistance \o the NGU/PO-

Liauidation Report - document showing 40o summary Of
erpenses in connection with ihe \mplamentation of the
prosect far a given puried of time.

Non-Covernmental Organization non-profit, voluntary
organ.zation thet 18 Lommitled to the task of socio-
economic  development and established pramarily for
Cervice. such service may involve assisting citizens
or people’s organizations in vaciosd ways by educating,
O iming, or giving financial assistance to them.

people’s Orgemzation = independent communily and/or
D ebasea association ~established to protect and
Cueance tne interest of spucific couses or sectors,
S laber,  termer,  fishermat women , civic
organizations.

progact - activity undertsken by {he NGO/PU which may
cover  livalihood development, manpower  development
sports davelopment delivery of Dbasic services,
cooperative davelopment erw|(unmerllil protection,
family  plunring  and the Tinancing,  construction,
Tamily B LInd e iions and  mansgewent el
S e braetis -

1l

[
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3.0

e

GENERAL GUIDELINES

Ine following are the general guidelines in the ertension of
fumd assistance lo the NGO/FO:

3

3.3

The prosect shall be includud in U WP and budge! of
e PLaT 1y the fung assistavce will be charged 12
oings or  trust reseipls recuived 100 the purpase.
Zoen  utilization  snell be approved by  Proper
author it1gs .

fhe NGO/PO shall be accred:ien Dy inw 80 In the case
T tequiar ly-fuhded GOs which generate their  funds
O a1 Tdonations and shares from oiner Gos like the
O iarqential  Management Staff wiih respect to the
e dent’s Social Fund, the implenenting Gos shall set
e miminum rwquirements/criteria for Ang selection of
e P ae/PD  praject partners as stpulated in each
progran guideling.

he following shall be tne requirsments for the NGO/PO
accreditation:

Certificates of registration with the Securities
ang  Exchange Commission (SEC) . ang/or  wilh
N her  ine Caoperatives Development Authority
StDA) or tne Depar tment Of Labor and Employment
(DOLE> . as the case may be, depending o7 the
rature  of the service required ot be
e mdered. This is to ensure that the NGO/PO has
M egal persomality, has afficers he are
Fesponsible and accountable for its operations .
fed s based in the community where (he prosect
Gnall be implumented.

5.5.2 Financial statements for at least three (3
years operation to ensure that:

10 hes « stable financial conditian =0 that
Ihe vund assistance shall not be its sole source
of funds;i and

4 hus proven erpurience in fund managenent 59
Thal the grant snall be wansged efficiently and
cconomically.

0 which has been 1 opuration for  less
Sears. proof tnal 3t nad previessiy
Iaplunented  similar poueets and 8 certificate
e ermed atiesling to the credinilyly
I mobitaty of the uificers and sLaft oi the
NGO/PU be ousmitied in tiew of finencial
Statamots. 2

£ b
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3.5

o, !
(] é

B34 List of prosects 1t has previously undertaken to
shaw ils  eperience  ard  erpertise n
implementing the project to be fundes.

The G0 and the NGO/PO shall enter into a Memorandum of
fareement (MOA) or simlar document, incorporaling  the
following requirements:

340 Project  statement including identification of
beneticiaries;

3.4.2 Standards for project implementation by the

NGO/PO  and acceptance by the GO0 to  include
completion date;

3.4.3 Systems and  procedures for project
implementation such as but not limited to, the
Procurement of gonds and services by Lhe NGO/PO
and ithe schedule of release of the fung
assistance by the 60. In the development of the
Systems and procedures, the GO and the NGO/PO
shall be guided by generally accepted management
principles  for  economical, efficient and
effective operations;

3.4.4 Project cost estimates ano time schedules; and

3.4.5 Reporting, manitoring and inspection
requirements.

In the course of implementation, and as the need
demands, unendment(s) of the MOA shall be made for any
change(s) in the provisions.

During the effectivity of the MOA, (he NGO/PO shall not
use the funds for money marketl placement, lime deposit
and other forms of investments not related to (he
project.

For. infrastructure projects, the NGO/PO shall post  a
performance security in © dorm of a surety bond
callable on demand, issued Ly the Government Service
Insurance System (GSI5) o any insurance company duly
accredited by the Office of the Inwurance  Commiss:on
gquivalent (o 30% of he total fund  assistance. T+
the project 1s nol completed within 90 days arter the
prescribea  completion  date, the bond  shell  pe
forfuited.
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3.1

The fund assistance shall be released as follows:

3.8

I+ the project is for implementation within a
period of three (3) months, the assistance shall
be released as follows:

3.8.1.1 For  projects of R300,000 or less,
assistance may be released in full.

3.8.1.2 For projects of more than R300,000,
relegse may be made in three tranches:

© 15% upon appraval and signing of the
0A ;

© 354 after SO% project completion;

© SO% upon completion of the project,
subject to the favorable evaluation /
inspection by the GO of the resulls
of the previous releasel(s).

3.8.2 If the project is to be implemented for more
than 3 manths, the first release shall cover two
(2) months operation but not to exceed, 30% of
the total assistance, subject o the release of
the remaining balance upon submission of
accomplishment reporis evidenced by pictures of
the accomplishments and/or report of inspection
by the GO and certifications of receipt by
beneficiaries/payrolls/invoices, etc.

The NGO/PD shall k and maintain financial and
accodnting records for the funds in accordance with
generally accepted accounting principles. They shall
be subject to the visitorial audit and eramination of
the GO and the Commission on Audit (COA) .

Within 60 days after completion of a project, the
NGO/PO  shall submit financial statements, cerlificate
of project completion and acceplance of project by the
beneficiaries or. funding agencies. For projects
amount ing to R100,000.00 and more, the statements shall
be certified to by.an independent Certified Public
Accountant or verified by the internal auditor of the
funding *agency .

The NGO/PO shall return any amount not utilized to the
funding GO or shall request authority to use the
savings for activities allied to the project, e.g.,
purchase of additional medicines for medical services,
books  for manpower development, desks and chairs for
schoolbuildings, wtc. )

—F ff/‘
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DUTIES AND RESPONSIBILITIES OF THE GO
The 60 shall:

4.1 accredit the NGO/PO after proper verification and
validation of required documents and statements;

4.2 develop standards for project implementation  and
acceptanc

4.3 release (he granl as required and record it as Cesh -
Funds Entrusted to NGOs/POs (8-70-910)

4.4 require monthly or quarterly financial and physical
status reports as 1l deems necessary;

4.5 monitor and inspect project implementation and verify
financial records and reports of the NGO/PO;

4.6 issue certificates of acceptance upon completion of the
project and acceptance by its beneficiaries and take up
the credit to the NGO/PO account

4.7 forfeit tne performance bond for non-completion and
credit lhe procecds as income of the 60 or to the
account of the NGO/PO, as the case may bej

4.8 request the COA for spocial audits of NGO/PO on a case
to case basis;

4.9 authorize the use of savings from the assistance for
prosecution of related projects;

4.10 demand the refund of unused funds or savings after
project completionj

4:11 demand the rofung of ine disallowad amounts after

inancial eudi

4.12 instituté appropriate actions against the NGO/PO  for
material violation of the provision(s) of the MOA.

DUTIES AuD RESPONSIBILITIES OF TIE NS0/PO

The NGO/P0 shall:
S.1 ensure prolect implementation in accordance with the
10A ;

5.2 keep and mointain separate COMBO/savings account anc
subsidiary -ecords for assistance received from each
60;

2




5.3 require Leneficiaries to  issue certificate  of
acceptance for accomplished/completed projects;

S.4 submit o the vequiced  financial and  physical status
repor teg

5.5 submit 1o the 60 certificate of  accomplishment  with
tequired  evidences,  and for  projects  invelving
avmistonce of KI00,000 ur more, duly audited  financial
slatements;

S.6 return to the B0 uny unutilized  amount  or  request
aullor ity 1o use the savings for all:ed activities.

DUTIES AND RESFONSIBILITIES OF THE CUA AND 1TS AUDITORS

The COA shalt:

6.1 suoit  the grant of the fund assistance, wilh emphasis
an the GO’s manitoring and 1nspection systems, in
© accordance with laws and regulations;

6.2 conduct special audits .of NGOs/POs upon request by
proper  authorities or  as determined by the  COA
Chaicman,

ACCOUNTS AND ILLUSTRATIVE ACCOUNTING ENTRIES

7.1 The new account o be used 1s as fol lows:

8-70-910 - Caws - Funds Entrusted  to NGOS/POs
This account 15 used to record the release of
fngs entristod Lo HE0S/POS which shall be in the

natuce  nf a cash advence fur Lhe 1mplementation of
gover ament projects.

Debit this account for:
Release of finds entrusted (o NGOs/POs .
Crooit tnis account for :

Liquidation
®erund  of the unuses fund.

7.2 fhe accounting entries (o be followed are provided in
Annex i nerieal

o




LIMITATIONS |

B-1 Naportion of the fund assistance shall be used far th.|
the payment of salaries, honararia and any form
allowances of the personnel of the 60 nor for th
purchase of supplies and materials, equipment and molc
vehicles for the GO. .

1
8.2 Except for purchuses out of interest-free loans,

equipment shall be acquired out of the fund assistanc
to NGOs/POs.

9.0

REPEALING CLAUSE

All circulars or other issuances which are inconsisten
herewith are hereby repealed or modified accardingly.

10.0 EFFECTIVITY

This Circular shsll take effect immediately.

150 D.
Chairman

nm 1;,.‘ E;axm‘mg\-

Comnissioner

ommissioner

65C/C8C/380
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1.9

il




REFURLIC OF THT. PHILIFPINES
COMMISSION ON AT
M Averne, (usson Cit, Philippines

oy

CSSET AU CEDOILAR HO.L 24

* Lo et Bureaus, NiEiees. Seltgevering
ns. “ Universiries o
Financtal and Management  sier
IR AL <ing Unirs, Budger
ANATL A ke e

An
LETORT IO
wree

ATTONS 1N THE GRANT, uuz.nnn'm
FUNNS  TRAUSFRRRED T 46)

G Mo ppaterrs  wnien cequt
T et 11 g

2 inter-agency
The funds ace feleanea to the aqoncy

uhizh
Proaraz ol the praect in et. In these  funds
Are e anal e al1orian to. the overnnant” agency uhicn
IV e tanent the projent

P Uit s, therefors, fasued to ensurs rhar:

e b Ls properly token wp in  the
Ponks 6 arh aganiag

the tranaterved funds are used only for the
fntendad purpose, and that

fioper |rouniing and caporting s made o
the uriltzation of the fund

CcrvpRnaE

}ization and Jiquidation of funds fransterrad
Tl e i nqoneton,

T DEFTM 100 OF TERMS

AS ugert in WIS Ciicular, the terms heretn  shall
Hmlar e ted Lo menn AR £ol lowas

L e

s origtnally
wether agency which will tmplement the projic

Bt




3.2 B
e
eranganat At otier A
Fasncy Shatt prossnre .
ANATT 0f Anathar waers
3.3 C e e
tet on " .
ey i f o

L PP

3.4t g ¢ e ey
foc

e

3.5 fweny  an
neLieRal  goers

~oEmisston

GENERAL LRI et

4.0 Tie
o

imizomen‘ation  and

Haangement (L9 15 not

4.3 The tund to ©
T alali ba i s
monih operanio swsaees te roplenishuent
submisston ¢f tha crzorte of F1SHUrSements by
IN, v (h) €M coral rrgfert cost, 2 y
determined ry  he Huicr of the tuo agencies  in
aither wase.

o

o

~e




/1) be SO 1 the
to s con

goverament deposlitcry b

Lre a7 taral rocetpd n ach

The T
10wl Gy

4.5 A sepavaie ty vacord e
natt a S tnvainea By e A e tier e nos
separaie benk ezcovnt 1s opened

1.6 WLthin  fon (10) days
thiend of the agraed perisd for
1A aliell subiit the Roport ar

(rer Report of Dis s
ceport the uuuuuon af the funt
pratect expense be reporta e
shall re approve by the Hesd of thn 7a.

4.7 The Shoshall dvaw a Journal Voucher :
reysctR. The cmoust to fake up o
per the RCI shall ke net

ArAnted by the IA L9 its
accoudance with Com
90321 dated ey 3,

4.8 The TA Auditoc shall audit the disburasmciie

QF \The Etrust accounix fir accordanc: with
COR Ragul at for

visel b1 are

4.9 The TA shall rcturn bo v
upon completion of tha pu

SA rus
act.
4.10 Whon the I7 i3 A Buresu/Peclonel Oiffce nf

the procsdures Z|
Shal) e followed i
Nerein provided

DUTIES AND PESPOWIIBLLITIFE GF THE 50U FHCY

The SA shatl,

5.1 obligate the ailotaent for ihe swelect to be
tmplomented beserl on «f oliotumnt
amor memoranaum ot agtesnar s 53¢ simir
decrment

A chesk tn the neme of IA;

i




. Lagve.  of
Dt heru. ez 0 the predeeis

BAroe T Sn N Gsburis and o fernieh

wouchar
the

Shatl

the mezpanded
T remitted by

TNPLEMENTIRG ACENCTHS

6.1 e an for avery auount
et vew

6.2 PR vien ufhorized depository

6.3 i pacats uestds the tcust

records £
T T mch 2t ot 2 saper ate bank - account

et

6.4 ulthin (lvy 1) deys nfzol the end of each menth,
s SRS cuc (AO) ehell prepace the RCI
¥l e ond shi'l submit  them with  all
. 3 3nd dncuments to  the
nel) pe approved By

e g o

¢ vecelpt from the AO,

ta e
e, ity Lhe Peports,

E n he
fopouie to the SA Attention:




tosance in audti after feemipt o
€. isanen vy the 1A Auditor ana
slement of  any  suspenslon  And

iy mised palance and refund  of
n completinan of the projsct

i A ahatl

oesntn thar the o transferrsd 1s far a  prejest
h coveran
it ts progerty

T uith sppropriate allotment ana
AN 1
Cornydar;

© document and that

@ IR Muditor of the funds transferrod:
reparts of disbucsements
FrAEnLL the O3B and the CN from

i and Accountant of the SA

Siosm st

A ensure  that
shm ALl lowances are imediately taken up in  fhe
A b
< Vith the Nuditor of the IN for the
“meenellintion of the accountss
. “ure St provisions of COA Circular WO. 90-325
ollowed  when the IA 1s
hatoma) oifime of“the o
. ‘FISIEILITIES OF THE AUDITOR OF THE In
Lt of the IN shall,
!oqwe shat e fund tronsterred s taken ue as
LILLY In the books and that a  sepacate
Sbniaiacy Ledga o'l

oudlt the transactlons for the pcoject within
(hicty (30) days upon recelpt of the reports
. Macountant;

Erom

separate CSB and CN for the frust accow
fULULS the SA AUALLAT With @ copy)

3

the un
e dieal lowane:

“wpaiidad balance and the v
Are remitted tot he SA.

fund of




APPENDIX A
PRELIMINARY SURVEY FORM
CHED TECHNICAL PANEL FOR BUSINESS AND MANAGEMENT EDUCATION
SURVEY OF DEPARTMENTS

YEAR OF SURVEY

I General Information
.| Name of Institution

3. | Name of President

4. | Name of Dean

5.~ | Names of Chairs :

6. | Tel fax /e-mail |

T Profile of Department / Institate
R b i alization, i
Undergraduate: firaduate:

2. | Nondegree prograis or Goarses offered
‘Clienile




T, Profile f Faculfy ‘Number Number
1., | Total Number of Faculty Full time: “Pant Time:
3. | Number of Facully by
academic qualificaions | Doctorate Doctorate:
(highest degroc completed)
Master’s Master's:
Bachelor_______ Bachelor;
.| Number of Facalty with
igher degree studiesin | Doctorate Doctorse;
‘progress:
Masters Master's:
ol
4. | Listof facul mmm_mw?z_—__—.
Name Degrees with: specialization ]

5




1V, Data on Individual Faculty| .u(uu- and Management Education (pluw‘l one set per

faculty menber)
1. Name 2, Agogroup: | 2030 5160
(s acime) | 3140 61+
3. Employment status: | a ‘or_Non-permanent
Female | (pls. Encircl) b._Fulltime or Pantime
[s.ruuggg. 6. Years of Senvice: | 13 1120
(pls. encircle) 41021+
7. Degices Farmed:
‘Degree Major Year Tnstitution
'
RETRTTTT S
“Topic/ Field Nature/Trg, | Year Tnstitution/Veaue
o Eaaly Lot e deerimeasinic
(averago number of units during the
Administrative lcadlyear
‘Teaching load/year
Otficrs
Rescarch loadyeat.




oA TE)
10Tl i years) ] S|
Tille mewn Funding souce
Tl T Techuical AR Syan
| 4\
s
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V. Equi ilities
ing Laboratori

Room ‘Course(s) for which laboratory is used

"Capacity (number of students)

2. | Please list the number of each

‘type of apparatus/equipment
‘which are still operational:

"Equipment which you need
for undergraduate laboratory

‘courses:

Books (with
‘publication date within

Journals




Marketing
Operations and
Management

Others




APPENDIX B
COE/COD DATA FORM

‘Name of Institution

Address of Institution

Name of |

a. Business Telephone No

b. Facsimife No.

c. E-mail address

Collego where
COES/CODs Be!nng(s) Gf

Names of Deans (if more
than one indicate individually
per college)

a. Business Telephone No.

b. Facsimile No.

+ - E-mail address

£

N:mes of Department Chairs
of ﬂdumﬁpd Center (if more:

e, indicate
mﬂmdnlly per college)

a. Business Telephooe No.

b. Facsimile No. -

<... E-mail address

a. - Business Telephone No.

b. Facsimile No.

<. ‘E-mail address.

8. Name of Project
Implomentors (indicate
Projects)

2. Business Telephane No.

. Facsimile No.

¢, _E-mail address

Prepared by:

Printed Namo and Signaturo
Designation
Date




APPENDIX C
'UNDERGRADUATE SCHOLARSHIP PROFILE

INSTITUTION
PARTMENT
{00L YEAR
SEMESTER
‘Name of Scholar Degree ‘Cumulative Year First Year Remarks.
‘QPA/GPA* ‘Enrolled ‘Expected to (New/Old).
Graduste

3

Prepared By:
Designation



APPENDIX D
GRADUATE SCHOLARSHIP PROFILE

(from other HEIs)
INSTITUTION
DEPARTMENT
SCHOOL YEAR
SEMESTER
Name of Scholar Degree ‘Cumulative Year First Year Remarks
QPA/GPA* Enrolled Expected to (New/Old)
Graduate

Prepared By.
Designation




APPENDIX E
‘GRADUATE THESIS/DISSERTATION GRANTS
(HED

INSTITUTION
SCHOOL YEAR
SEMESTER
Name of Grantee Home Institution of Title of Target Completion. Date New/Old
Grantee Thesis/Dissertation
Prepared by:

Printed Name and Signature

Designation




IN-HOUSE FACULTY GRADUATE SCHOLARSHIP PROFILE

APPENDIX F

INSTITUTION S — ~
DEPARTMENT
SCHOOL YEAR
SEMESTER _
Name of Scholar T Degree Cumulative | Year 1" Year Remarks
| Where | QPA/GPA* | earolied | Expecied | New/OM
i Enrolled o graduste

* Duscribe o

esponding gradig scales used

60



APPENDIX G

IN-HOUSE FACULTY GRADUATE THESIS/DISSERTATION GRANTS

INSTITUTION .
DEPARTMENT
SCHOOL YEAR
SEMESTER ___ __

Rame of Grantee Where Earolled | Title of Thesis/Dissertation Target Date of Status
completion (New/Old)

Prepared by

Printed Marme and Signatuiz
Desigastion

il



APPENDIX G1
SUMMARY LIST OF SCHOLARS GRADUATED
0 G duate Program Degree Compieted .
I Name of Scholar

Graduate Program

U'A Master's Degree Institution where graduated |  Titde of Thesis
L. Own Faculty
2. Other HEIs
8 Docorae Degree Instination where graduated | Tinle of Dissertation .

1. Own Faculty

2. Other HEIs

L2




APPENDIX B

SUMMARY OF FACULTY DEVELOPMENT TRAINING
SEMINARS & WORKSHOPS HOSTED/SPONSORED

Seminar/Workshop Bration
Tite

Speakiers

(attached Ji

Fumber of Participants
include same & school)




APPENDIX Hi

SUMMARY OF FACULTY DEVELOPMENT SEMINARS
& WORKSHOP ATTENDED BY COE/COD FACULTY

_,l Scminar/Workshop Title T Name of Facalty | Venue
|
{
|

|
|
|

S N S

|
|
|
I
|



APPENDIX H2

EVALUATION FORM



APPENBIX )

EWLY PURCHASED MATERIAL EQUIPMENT & SGFTWARE

INSTITUTION _
DEPARTMENT

SCHOOL YEAR _

SEMESTER ___ -
Name of Modet | Date of Location | Nature of | Begree of
Materizis/Equipment Purchase | (e inateqy | Usage” | Usability
* Nature of Usige: ** Degree of Usability
1 = Instruction and Student Luboratory 1= Often used
2 = Student Research (thesis) 3 = Moderately used
fi S = Rarely used

3 = Cther Rescarch (fundad by the govennuncat,

private efe.)
4 = Analytical Services

Prepared by
Printed Nawe and Signature
Designation

Date




APPENDIX J

NATIONAL LINKAGES

Activities

Date of

Status

Institutions/Agencies included in Netwiork

|

Prepared by

Primted Name and Signature

Desigaation

=3



APPENDIX K

INTERNATIONAL LINKAGE

Activities

Date of

Status.

Tnstitutions/Agencies included in Network

Brepared by

Printed Name and Signature

Designation

Date.

[49




APPENDIX L.

RESEARCHES
NS 1 FUTION
DEPARTMENT ___ P
SCHOOL YEAR.
SEMESTER -
Proponent Pate Daie of Status Title
Started Completion

New [ On- i Completed
going




APPENDIX M

PUBLICATIONS
Author Date of Nature of | Name of Journal (if
Publication | Work ‘applicable)
Published




APPENDIX N

INSTRUCTIONAL MATERIALS DEVELOPMENT

Date Implemented

Proponent

Expected Date of Completion

Tifle

Status.

7



APPENDIX

o

INDEX OF COMPARISON

—
Categories

SY

SY

1. No. of Undergraduate scholars

2. No. of Graduate scholars a) own faculty
b) Faculty of other HEIs

3 No of Grantees (Thesis/Dissertation) a) ovm
acuity

b) Faculty of other HEIs

4. No. of in house faculty members able to attend
ccnferences, seminar- workshops though the
COL/COD grant

5. No of Material/Equipment bought

6. No of Linkages developed a) Natioual

b) Internationa}

1. No. o publications

grant

3 No of research(os) faciltated thongh the COE/COD |

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

10 Others (specify)

Prepared by

72



APPENDIX I'a
UNDERGRAIUATE SCROLARSHIP CONTRACT
Ttepublic of the Philippines

OFFICE OF THE PRESIDENT
COMIASSION N RISHER EDUCATION

CHED - CENTZR Of EXCELLENCE/DEVELOPMENT
SCHULARSHIP CONTRACT

KNOW &LL [MEN BY THESE PRESENTS:

This Contract of Scholarship entered into by and among:

S (Name._of_University) through
its head ____ it present
address N at
hereinafter

referred to as CHED-COE/COD).

and
_ , of legal age, Filipino
and
residing at
hereinater callad ihe GRANTEE.

WITNESSETH

Whereas, CHED pursuant to its ob,ecuve I erhanaing Science and
Technology education and training

Whereas, the CHED-COE/COD desires to provide for and upgrade
nationaliregional manpower capabiliies in the areas of Scwsnca and Technology:

Whereas, the GRANTEE whose education, traming and experience as
shown in his/er information sheet hereto referred as ‘Annex A” and made an
integrsl part hereof, is ready, able and willing to acespt the CHED—COEICOD
Scholarship Grant through the Institute/Department of

(Name of University with all its terms and conditions. spaclﬁed in Ihs

Contract.

For and in consideratian of the actual financial support for the duration of the

scholarship which wili be released to the grantee, the GRANTEE shall pursue
(Name_of

studies leading to a degree in at the




CONDITIONS: B

a

versity) for a cuation of commencing on
SUBJECY TO THE FOLLOWING TERMS AND

CHED-COE/COD Institution Responsibilities

1. Provide financiat suppost for 2 duration f

(Program end Level-BSMS/h.D.

2. Monitor the progress of the Graniee under the prog-am

3. Have the right to termirate or renew tha scholarship

. Require the Graniee to render retum s2rvice equivalent to the length of time
that the scholar enjoyad the scholarship i.e. one year of service for every

vear of scholarship o a frastion thereof. or according to the specifications

given under the secticn on faculty scholarships found in the main body of
these guidelines

Termination of scholarship shali be based on any of the following
conditions:
a The Grantee fails to meet the scademic standards set by the school;

b The Grantee willfully fails to 2ol in the recuired academic load

The Grantee feils to enroll for any term or drops any of his Gourses
without the approval of the school and the CHED;

d  The Grantee exceads the ime allotted to finish the program;

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

e

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

9. For other justinable grounds which prove the inabilty of the Grantee
to complete his degree;

. Non- availability or exhaustion of funds;

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

i Commission of any act of immorality, drunkenness, dishonesty,
discourtesy, and any form of misconduct;

Conviction of any crime by a court or a competent administrative
body; and

7
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|
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Such other acts as may be considered by the CHED as
inimical to the interest of the govemment of the Republic of the
Philppines and those that adversely affect the integrity of the
scholarship/study grant program.

B. Graniee's Responsibilitics

“

The Grantee shall

E£nrol in the prescnbad school and in priority courses approved by CHED-
COE/COD;

Devote the ful amount of time requred by the CHED-COE/COD approved
program of study;

“Fake 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 scheduis of academic course offerings prescribed by the
school until he finishes his program within the allotted time;

Deferment of enrcliment may be allowed only for the following reasans:

a, Paor health of grantee as certified by a govenment physician;
b Grantee is on matemity 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 I ion in any field of ialization approved by
CHED-COE/COD.

Render retum service to the hiring institution equivalent to the length of time
that the schofar enjoyed the scholarship, .. one (1) year of servics 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 wil 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 abtain the approval of CHED-COE/COD, in case he will decide
1o shift his field of specialization;




Include the CHED-COE/COD in the Stalement of Acknowledgment of
Suppart in the thesisidissertation;

Reimburse CHED-COE/COD the tofal assistance released to him, in case of
weliful abandonment of the schola'ship, gross misconduct and non-
campliance with the terms and conditions stipulateq it this Contract;

Submit to CHED-COE 'he follawing recuirements

Report Submission Period
a -authenticated copizs of registration a. immedistely after
- pragram of study registration
- course curriculum
& preliminary pfan of academic b. within one term after
subjectsfioad as approved by adviser the start of classes

< photocopy copy of report
rating issued by the school

o

atthe end of the term

d. thesis/dissertation cutline 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

thesis/dissertation progress report

end of each term while
the thesis/dissartation
is in progress

g. 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) capies of thesis/dissertation
manuscript

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

Seek CHED-COE/CCD permission hefore leaving the country while the
scholarship contract is stilt in force.
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IN WITNESS WHEREOF, the parties hereto have signed this scholarship
agreement this __dayot

Metro Manila.

9, at Quezon City.

Grantes

Institufion Head, CHED-COE/COD

SIGNED IN THE PRESENCE. OF

Print Name/Signature Print Name/Signature

4




ACKNOWLEDGMENT !

Republic of the Philippines ) |
jss t

)

BEFORE ME. this ______ day of _ 19 at
personaly appeared:

NAME RES. CERT.NO. DATE/PLACE ISSUED
1. (Head of COE Institution]

2. (Grantee) .

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

WITNESS MY HAND AND SEAL on this day of

Notary Public

Doc. N,
Page No
Book No.
Series of 199,

7




APPENBIX P b

GRADUAVE SCHOLARSHIP CONTRACT

Fepubiic of the Fhilippines
OFFICE OF THE PRESIDENT
COMMISSION ON HIGHER EDUCATION

CHED - GENTIR OF EXCELLENCE/DEVELOPMENT
SCHOLARSHIP CONTRACT

KNOW ALL MEN BY THESE PRESENTS:

This Contract ¢f Scholarship entered into by and among: .

The (Name_of University) through
its head _ _ —  Wwith present
address at
herei

inaiter
referred (o as CHED-COE/COD
and

of legal age, Fillpino

tesiding at

hereinafter called the GRANTEE
WITNESSETH

Whereas, CHED pursuant to its ob;emve & enhanig Science and
Technology education and training is

Whereas, the CHED-COE/COD desires to provide for and upgrade
nationai/regional manpower capabiliies i 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 hersof, is ready, able and willing to accap( the CHED-COEICOD
Swlarshlp Grant lhrbugh the Ir\stl\u'elDepanmem

of Uni .. with all its terms and conditions. spsclﬁed m me
Cnnlrac\

For and in consideration of the actual financia! support for the duration of the
scholarship which will be released to the grantee, tre GRANTEE shall pursue
studies leading to a degree in t the (Narme_of




university for a duration of

‘CONDITION:

commencing on
SUBJECT TO THE FOLLOWING TERMS AND

A, CHED-COE/COD institusion Responsibilities

1 Provide financial suppor: for & duration of for _
(Program and Level-BS'MS/Fh.0.)

3

IS

Monitor the progress of the Grantee under the progiam.

Have the nght to terminiate or renew the scholarship.

Require ths Granlee io render return service squivalent to the length of time:
that the scholar enjoyed the scholarsnip | e. one year of service for every
year of scholarship or 2 fraction thereof, or according to the specifications
given under the section on faculty scnolarships found in the main body of
these guidelines.

Termination of scholarship shall be based on any of the following
conditions:

a

b

The Grantee fails lo meet the academic standards set by the school;
Tha Grantee wiilfully fails o envoll in the required academic load;

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

The Grantee exceeds the time aliotted to firish the program;

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

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

For other justifiable grounds which prove the inability of the Grantee
1o complete his degree;

Non- availability or exhaustion of funds;

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

Commission of any act of immorality, drunkenness, dishonesty,
discourtesy, and any form of misconduct;

Conviction of any arime by a court or a competent administrative
body; and

g




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

B. Grantee's Responsibilitics

@

The Grantee shall

Enroll in the prescribed school and ire prionty courses approved by CHED-
COEICOD;

Devote the full amourt of time required by the GHED-COE/COD approved
orogram of study:

Take the full academic load per semesterfterm presciibed 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 untit he finishes his program within the allatted time;

Deferment of enroliment may be aliowed only for the following reasons:
a Poorhealth of grantee as certified by a govemment physician;
b Grantee is on maternity leave;

S Reason scceptable to the concemed CHED-COE/COD.

Deferment in these cases shall be limited to 2 maximum of one (1) year.

C in any field of specialization approved by
GHED-COE/COD.

Render retum service to the hiring insiitution 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. This will also hold for the non-completion of the course
including failurs to complete the required courses. Hiring institution refers to
the Instilution 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;

8




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

Reimburse CHED-CCE/COD the total assistance released to him, in case of
willful of the s o

o gros: and non-
compliance with the terms and conditons stipulated in this Contract;

Submit te CHED-COE the following requirements:

Repart Submission Period
a- copies of registrat a iately after
- program of study registration
- course curriculun:
b preliminary plan of academic b, within one term after
subjects/load as approved by adviser the start of classes
©. photocopy copy of report ¢ atthe end of the term
rating issued by ihe school
d. thesis/dissertation outine d. within two (2) weeks
after its approval by
the thesis panel
© fesuls of comprehensive examination e. within two (2) weeks
after the
comprehensive
examination

thesis/dissertation progress report

end of each term while
the thesis/dissertation
is in progress

g. thesis/dissertation

L]

within one (1) month
after the

completion of the
financial report

h - final report within one (1) month
- diploma after completion
- transcript of records
- two (2) copies of thesis/dissertation
manuscript

El

Submit a notarized 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.
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1N WITNESS WHEREOF the parties hereto have signed this scholarship

agreement this day . 18_____ at Quezon City,
Metro Manita.
Grantee institution Heac, CHED-COE/CQD

SIGNED IN THE PRESENCE OF:

Prnt Name/Signature Print Name/Signature




ACKNOWLEDGMENT

Republic of the Philppines )
) ss.

)

BEFORE WME,this _____ dayof __ __18 at
personall/ appeared.
NAME RES. CERT. NO. DATE/PLAGE ISSUED
1. (Head of COE Institution)
(Grantee]

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

WITNESS MY HANC AND SEAL on this day of

Notary Public

Series of 199_

o




APPENDEN Q@

AUTHGRITY O REIMBURSE

institutesDepurtment :

College :

Iversin
tddresy

“Title of Activity
Date Requested

bupase

Date of Activity

Venwe of Activity

“o. of Persons/Pacticipant

Estimated Expeoses

Breakdown

a. Packaged rate
b Supplies and Malcrials
©  Transpartation

Incidental Expens-s

Chargesble Against

Requested by

&

Recommending Approval Approved by:
I - et ooy
Printed Name and Signature Printed Name and Signature

*ltalicized items may be changed.




[

|

{

! Autborny: Perrags b, s e o,
I e 10

APFENDIX R

CERTIFICATE TC JUSTIFY EMERGENCY FURCHASK

CERTIEC

I hercly carify:

b+ it the nocd or the supplies covercd by tha Attached Requisition lssue Vouchier dated,
e 1S OXCeplonally angen and. absolutely indispensablo to avoid
detcment bo public sorvice:

N

“(Purpase)

3 That 0 procurs thont theough regalar requisition will rosult in disruption of work
ad cause detrtmment to public servico;

- That the prico was the fowest obeainable at the time of the purchase,

e or
Printod Nawe and Signataro

* alicized itens way be changed.




APPENDIX S

AUTHORITY TO TRAVEL

Instite Department
College

Liniversity
Address

[ _u__‘_‘
i
'
|

NAME
POSITION
HOME INSTITUTION

DESTINATION

PERIOD OF TRAVEL
PURPOSE OF TRAVEL
ESTIMATED COST
CHARGEABLE AGAINST

RECOMMENDING APPROVAL!

/ “Project Iimplementer
Prioted Nawe and Signature

AUTHORITY TO TRAVEL

APPROVED:

Printed Name and Signature

* Halicizod items may be changed

87
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. . APPERDIX SU I ’

ETINERARY OF TRAVEL

Institure. Department

ILINERARY OF TRAVEL

Sisme - Position

Meuthly Salary
Pumds: of Travel

TOTAL

utif G (1) havereviewad e Forgoing, Prepared by -
iy (2) The avel s cosstary oo wrvice.

13V period wvend w ressaaabie.

1 Expees caiied s proge.

~ .
RECOMMENDING APPROVAL APPROVED:

T brogect Implementer " Project Courdinator

Prinied Name and Signature Prinied Name and Signature

* laticized itens may be changed.




APPENDIX §2

CTERTIICATE OF TRAVEL COMPLETED

Insususe:Depariment
Callege
&

s

CERTIFICATE OF TRAVEL COMPLETED

i iimtintion Head-Presdent Decni

" (institution;
Printzd Name and Dzsigration

Officral Station

Date

TCERTIFY that T have completed e trav i authonized in Hinerary of Travel No.
- under the ¢

(3 Sirctly in acsordance with the approved itinerary

) Cut short as explained telow
Note: Excess paymwent was refunded
Atacied:  OR Mo dwed _______ forP__

« below. Additional ifinerary

() Orter doviation as explined below.

EXPLANATIONS OR JUSTIFICATION: __

Evideuces of travel attached

Respoctfully submitted:

‘Propancnt
(Printed Name and Signature)

| hrcby attest that the tavel was actually uncertaken based on the attached documents and on
my persoual inforwation

(Instiution Head-President/Dean)
Printed Name, Signature and
Designation

Taiczitems sy bs changed.




L Qe

APPENDEXT

REQUESETION AND ISSUE VOUCRER

REQUISITION AND ISSUE VOUCHER

1w Apensy

ISSUANCE
ian

Ak Puur

Lo

i Q. vLi'l'u'. T Account

Vacur Cuaraio

WD Supplics requisiioncd are eccmary ond will
be used salely for purposes state

Name, Deignalion & Signature

AT RECEIVED:
Filled by:

" Tacked by:

Shipped 1:

0l of Lading No.

Property Officor/Clork:

Designation & Signature of Rey. Offcer

Nume, Deslgnation & Signuture of Approving Officer

Date:
rs AT PROVED:




APPENISX U

REIMBURSEMENT GF EXPENSE RECKIPT

Gencran Foes No. 3
Revisn Januany 1002

REIMUURSKNENT SXPENSG RRCEIET

Date J « No.

RECEIVED fum ...

Ot Tesignaticn)

(1 Viords)
In payment for .

vantal o tranapor aiion should ahow naligive’daice,

purposs, datanice, lnatusive ralns of Eravol, sie)

PAYER Wb

Nanio/Slgnalure
Address .
Comm, Tax Cart, No,
Date of Tseve
Place of Jusue

wienmgs o N

Address .
Conita. Tux, Cert, No,
Date of Issue
L Pluce of Iusuo

N



APPENDEX V
ABSTRACT OF CANVASS
‘ ABSTRACT OF CANVASS
| {For Emergency Purchases)
| o
! T be tesed for:
i Acivip -
Date
Venue

;r" ESTABLISHMENT | "~ ADDRESS PRICE

|

!

|

L

Prepared By
Printed Name and Signatu
icial/Ey
Designation
Approved By Noted By
T Printed Name and Printed Name and
Signature of Project Coardinatur Signature of Project Implementer
Designalion Designa

*** Canvass made through personal inquiries. Choice was ___(Neme of esiablislmeng)
due to its lowest price

*lulicized ordi

1o institution

£
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APPENDIX W

EQUIPMENT INSPECTION REPORT

' Insteiute Depormment
Coltage

AMOUNT

Modes of Acquisition

Delivered

INVOICE/OR. NO. . Date:

Inspected by:___ Date

“ Ualicized items may bo changed




] ¢

Sample Cnly

(HE! LetterHaad)

CERTIFICAYION

This is to cerfiify that the latest cash book balance for the
is

(P ).

This certification is issued to support the fund releass for the
abovecited projectprogram.

(Name and Signature of Chisf Accountant)




PEPORY C¥ DISBURSEMENTS BY DISBURSING OFFICER
(Replenishment/Liquidation of Fand Tranafer)
o

e DT

[ Amount

! i i
i i
: i
| |
| |
i ' |
| i |
; i i
: | i
i i |
i | 1
1 | |
1 |
i i
! |
| | i
| !
| L
| i
! i
i i |
i ] i
; !
i I i
i i H
1 i i
| 1

CERTIFICATION

fartify n ful
£ by me and that Wis is in liquidation of the - und Transfar cranted
of _ Check No.






