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3. REQUEST FOR GENDER SENSITIVE PSYCHOSOCIAL
ASSISTANCE AND PEER COUNSELING SERVICES

The feminist and gender-sensitive peer counseling service offers free psycho-social
support to the UP community—students, employees, residents, alumni, and external
referrals (outside UP). It focuses on providing psychological first aid and peer
counseling, particularly for women and LGBTQ+ individuals facing gender-based
violence and other gender-related challenges.

Center for Women’s and Gender Studies
Training, Outreach, and Extension Program

Office or Division

Classification Simple

Type of Transaction G2C - Government to Citizen

UP Community (Students, Residents)

All (Outside Referral by partner organizations)

Who may Avail *All adult victims-survivors of gender-based violence
needing psycho-social assistance and those dealing
with other gender-related difficulties

CHECKLIST OF REQUIREMENTS | WHERE TO SECURE

1. Referral Letter, if applicable

From appropriate referring agenc
(1 Copy) pprop g agency

2. Informed consent form (1 copy) _
Note: To be submitted before actual intake and | Center for Women’s and Gender Studies

not before availing the service.

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Send 1.1 Acknowledge
expression of request via email.

interest in availing
of psychosocial
assistance/peer

tcr?rlé:z;“ng Administrative
Assistant Il

cws@up.edu.ph ssistan

or or

psa.upcwgs@up.e None 2 Minutes

du.ph or at UP Psychosocial

Center for Counseling

Women’s and Assistant,

Gender Studies UPCWGS

Office, Magsaysay
Avenue corner
Ylanan St. UP
Campus Diliman,
Quezon City.

108


mailto:cws@up.edu.ph
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CLIENT STEPS

AGENCY ACTION

1.1a If request is

in-person, provide
contact details of

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Administrative
Assistant 11

Psychosocial None 5 Minutes Administrative
Assistant, Office,
otherwise, UPCWGS
proceed to step 2.
2. Provide further | 2.1 Evaluate
information information if case Psychosocial
regarding the can be Counseling
request through accommodated or None 1 Day Assistant,
preferred must be referred UPCWGS
communication to appropna’ge
channel. service provider
2.1a If for referral, :
issue referral form None 10 Minutes
2.1b If can
accommodate, None 10 Minutes
issue informed
consent form
3. Submit 3.1 Start the first Psychosocial
_accomplished coun.seling None 1 Hour Cour_13e|ing
informed consent | session. Assistant,
form. UPCWGS
3.1a If client
request other Psychosocial
dates, schedule : Counseling
the first None 5 Minutes Assistant,
counseling UPCWGS
session
1 Day, 1 Houir,
TOTAL 32 Minutes
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3. REQUEST FOR GENDER SENSITIVE PSYCHOSOCIAL
ASSISTANCE AND PEER COUNSELING SERVICES

The feminist and gender-sensitive peer counseling service offers free psycho-social
support to the UP community—students, employees, residents, alumni, and external
referrals (outside UP). It focuses on providing psychological first aid and peer
counseling, particularly for women and LGBTQ+ individuals facing gender-based
violence and other gender-related challenges.

Center for Women’s and Gender Studies, Training,
Outreach, and Extension Program

Office or Division

Classification Simple

Type of Transaction G2G - Government to Government

UP Employees (Faculty, Staff)

*All adult victims-survivors of gender-based violence
needing psycho-social assistance and those dealing
with other gender-related difficulties

Who may Avail

CHECKLIST OF REQUIREMENTS | WHERE TO SECURE

1. Informed consent form (1 copy) , _
Note: To be submitted before actual intake and | Center for Women’s and Gender Studies
not before availing the service.

FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Send 1.1 Acknowledge
expression of request via email.
interest in availing
of psychosocial
assistance/peer
tcr? rg:z(ﬂmg Admir.;istrative
cws@up.edu.ph Asqgtant _”
or Administrative
psa.upcwgs@up.e Office,
du.ph UPCWGS

None 2 Minutes

Note: In-person or
request is
accommodated at Psychosocial
UP Center for Counseling
Women’s and Assistant,
Gender Studies UPCWGS
Office, Magsaysay
Avenue corner
Ylanan St. UP
Campus Diliman,
Quezon City.
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CLIENT STEPS

AGENCY ACTION

in-person, provide
contact details of

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Administrative
Assistant 11

Psychosocial None 5 Minutes Administrative
Assistant, Office,
otherwise, UPCWGS
proceed to step 2.
2. Provide further | 2.1 Evaluate
information information if case .
regarding the can be Psychosocial
request through | @ccommodated or | None 1 Day Counseling
preferred must be referred Assistant,
communication to approprla@e UPCWGS
channel. service provider
2.1a If for referral, :
issue referral form None 10 Minutes
2.1b If can
accommodate, None | 10 Minutes
issue informed
consent form
3. Submit 3.1 Start the first Psychosocial
_accompllshed coun.sellng None 1 Hour Cour_wsellng
informed consent | session. Assistant,
form. UPCWGS
3.1a If client .
request other Psychosocial
dates, schedule : Counseling
the first None S Minutes Assistant,
counseling UPCWGS
session
TOTAL 1 Day, 1 Houir,

32 Minutes
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FEEDBACK AND COMPLAINTS MECHANISM

Feedback and Complaints Mechanism

How to send feedback?

The UP System Administration receives feedback
through the following modes:

a. Client Satisfaction Measurement Survey
This feedback form shall be accomplished by
clients as requested by UPSA Offices and
Units after clients have availed services
indicated in the latest UPSA Citizen’s Charter.

Physical copy of this form is available in the
UPSA Offices and Units.

b. Service Feedback Form
This Service Feedback Form allows clients to
provide feedback on the general service
delivery of the UPSA Office/Unit they have
transacted with.

c. Email and/or Physical Copy of Form
Physical copies of these forms are also
available in the UPSA Offices and Units.

Transacting clients may answer the online form or
accomplish the physical form and leave it at the
office/unit they transacted with.

How is feedback
processed?

Feedback shall be processed differently based on the
channel used by clients:

1. For online forms (CSM and SFF), UPSA Office
concerned shall directly receive the
respondent’s answer their office’s official email.
Feedback requiring answers shall be answered
within three (3) days upon receipt of the
feedback.

2. For feedback received directly by the office
through the submission of physical forms, the
UPSA Offices/Units shall review it within the
week and respond to feedback by clients within
three (3) days.

For inquiries and follows-ups, the UPSA CART may be
contacted via the following channels:
Email: tapat.up@up.edu.ph
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https://upsystemdiliman.qualtrics.com/jfe/form/SV_5biFpZeIuXEEmR8
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Contact Number: (02) 8981-8500 loc 2525

How to file complaints?

Clients may file complaints/grievance via the same
Service Feedback Form.

The client may also send a complaint letter/email to the
UPSA CART Secretariat via email by answering the
form or sending a direct email to tapat.up@up.edu.ph
with the following details:

- Name of the person being complained

- Incident

- Evidence

- Contact Details (Full Name, Email)

How are complaints
processed?

Both email and the form shall be checked by the UPSA
CART Secretariat regularly and make sure that
complaints received within the day are acknowledged
and referred to the appropriate resolving office/unit.
The UPSA CART shall make sure that the complaints
are managed and resolved in a timely manner.

The UPSA CART shall maintain a monitoring sheet of
complaints received by UPSA. The summary of these
monitoring sheet shall be provided to the UP President
during Management Review.

For inquiries and follows-ups, the UPSA CART may be
contacted via the following channels:

Email: tapat.up@up.edu.ph

Contact Number: (02) 8981-8500 loc 2525

Contact Information of
ARTA, PCC, CCB

You may send all complaints against UPSA to

1. Anti-Red Tape Authority (ARTA)
Email: complaints@arta.gov.ph
Hotline: 1-ARTA (1-2782)
ARTA Complaint Center
0928-690-4080
0969-257-7242

2. 8888 Citizens’ Complaint Center (8888 CCC)
Complaint Form
Hotline: 8888
Via text: Send your Name (or Anonymous) /
Concerned Agency / Complete details of the
complaint then send it to 8888.

3. Contact Center ng Bayan (CCB)
Mobile SMS: 0908-8816565
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Email: email@contactcenterngbayan.gov.ph
Website: www.contactcenterngbayan.gov.ph
CSC Hotline: 8932-0111
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OFFICE

LIST OF OFFICES

ADDRESS

CONTACT

INFORMATION

Office of the Vice
President for Academic
Affairs (OVPAA)

Quezon Hall,
University of the
Philippines, Diliman,
Quezon City

(+632) 8962-6345
(+632) 8981-8500 local
2528
ovpaa@up.edu.ph

UP Center for Women’s
and Gender Studies
(UPCWGS)

Office of the Director

Gender-Sensitive
Psychosocial Assistance
and Peer Counseling

Research, Publication
and Resource Collection
Program

Training, Outreach, and
Extension Program

Library Services

Magsaysay Avenue
Corner Ylanan Street,
University of the
Philippines, Diliman
Quezon City

(+632) 8920-6950
(+632) 8981-8500 local
4226 (+632) 8981-8500

local 4231
cws@up.edu.ph
admin.upcwgs@up.edu.ph

director.cwgs@up.edu.ph

psa.upcwgs@up.edu.ph

(+632) 8981-8500 local
4230
research.cwgs@up.edu.ph

(+632) 8981-8500 local
4228
training.upcwgs@up.edu.
ph

(+632) 8981-8500 local
4229
library.cwgs@up.edu.ph

Kalinga Day Care Center

50 Aglipay corner
Agoncillo Street,
University of the
Philippines, Diliman
Quezon City

(+632) 7000-8210
kdcc.upcwgs@up.edu.ph




	OFFICE OF THE PRESIDENT
	EXTERNAL SERVICE
	1. REQUEST FOR APPOINTMENT OR EVENT ATTENDANCE OF THE PRESIDENT OR THE EXECUTIVE VICE PRESIDENT (EVP)
	2. REQUESTS FOR SPEECH OR MESSAGE FROM THE PRESIDENT

	INTERNAL SERVICE
	1. REQUEST FOR APPOINTMENT OR EVENT ATTENDANCE OF THE PRESIDENT OR THE EXECUTIVE VICE PRESIDENT (EVP)
	2. REQUESTS FOR SPEECH OR MESSAGE FROM THE PRESIDENT


	UP INTELLIGENT SYSTEMS CENTER
	EXTERNAL SERVICES
	1. REQUEST FOR COLLABORATION
	2. REQUEST FOR RESOURCE SPEAKER AND EXPERTS

	INTERNAL SERVICES
	1. APPLICATION / RENEWAL OF ISC AFFILIATION
	2. REQUEST FOR BUDGET REALIGNMENT AND PROJECT EXTENSION OF UP ISC-FUNDED PROJECTS
	3. REQUEST FOR COLLABORATION
	4. REQUEST FOR RESOURCE SPEAKER AND EXPERT
	5. REQUEST FOR USE OF UP DATA COMMONS FACILITIES


	UP BONIFACIO GLOBAL CITY (UP BGC)
	EXTERNAL SERVICES
	1. REQUEST FOR BOOKING OF EVENT VENUE (GOOGLE FORM)
	2. REQUEST FOR GATE PASS
	3. REQUEST FOR WORKING PERMIT

	INTERNAL SERVICES
	1. REQUEST FOR BOOKING OF EVENT VENUE (GOOGLE FORM)
	2. REQUEST FOR GATE PASS
	3.   REQUEST FOR WORKING PERMIT


	UP RESILIENCE INSTITUTE
	EXTERNAL SERVICES
	1. REQUEST FOR COLLABORATION WITH UPRI
	2. REQUEST FOR RESOURCE SPEAKER

	INTERNAL SERVICES
	1. REQUEST FOR CONDUCT OF LEARNING AND DEVELOPMENT PROGRAM ON CLIMATE RESILIENCE
	2. REQUEST FOR INTERVIEW
	3. REQUEST FOR RESOURCE SPEAKER


	OFFICE OF THE VICE PRESIDENT FOR ACADEMIC AFFAIRS
	INTERNAL SERVICES
	1. REQUEST FOR ENDORSEMENT OF APPLICATIONS FOR FELLOWSHIP (PhD, MASTER’S and POST-DOCTORAL)
	2. REQUEST FOR ENDORSEMENT OF APPLICATIONS TO THE RESEARCH DISSEMINATION GRANT (RDG)
	3. REQUEST FOR ENDORSEMENT OF APPLICATIONS TO THE VISITING PROFESSOR PROGRAM
	4. REQUEST FOR ENDORSEMENT OF FACULTY APPOINTMENTS
	5. REQUEST FOR ISSUANCE OF TRAVEL AUTHORITY FOR UP SYSTEM OFFICIALS AND REPS
	6. REQUEST FOR REVIEW AND ENDORSEMENT OF CURRICULAR PROPOSALS FOR INSTITUTION/ADOPTION OF A DEGREE PROGRAM/NON-GE COURSE
	7. REQUEST FOR REVIEW AND ENDORSEMENT OF CURRICULAR PROPOSALS FOR REVISION OF A DEGREE PROGRAM/NON-GE COURSE
	8. REQUEST FOR REVIEW AND ENDORSEMENT OF CURRICULAR PROPOSALS FOR REVISION/INSTITUTION/RECONFIGURATION OF A CU GE COURSE
	9. REQUEST FOR USER ACCESS IN THE EXTERNAL QUALITY ASSURANCE (EQA) MODULE OF THE QA PORTAL
	10. REQUEST FOR USER ACCESS IN THE INTERNAL ACADEMIC ASSESSMENT DEVELOPMENT SYSTEM (iAADS) PORTAL


	CENTER FOR WOMEN’S AND GENDER STUDIES
	EXTERNAL SERVICES
	1. APPLICATION FOR DAY CARE SERVICES
	2. REQUEST FOR GENDER AND DEVELOPMENT TRAINING, TECHNICAL ASSISTANCE, AND/OR CONSULTANCY
	3. REQUEST FOR GENDER SENSITIVE PSYCHOSOCIAL ASSISTANCE AND PEER COUNSELING SERVICES

	INTERNAL SERVICES
	1. APPLICATION FOR DAY CARE SERVICES
	2. REQUEST FOR GENDER AND DEVELOPMENT TRAINING, TECHNICAL ASSISTANCE, AND/OR CONSULTANCY
	3. REQUEST FOR GENDER SENSITIVE PSYCHOSOCIAL ASSISTANCE AND PEER COUNSELING SERVICES
	4. REQUEST FOR USE OF CWGS SPECIAL COLLECTIONS LIBRARY
	5. RESERVATION OF CWGS CONFERENCE ROOM


	UP OFFICE OF ADMISSIONS
	EXTERNAL SERVICES
	1. APPLICATION FOR COLLEGE ADMISSION TO THE UNIVERSITY OF THE PHILIPPINES (UP)
	2. REQUEST FOR UPCAT DATA
	3. REQUEST FOR UPG FOR OFFICIAL USE
	4. REQUEST FOR UPG FOR PERSONAL USE

	INTERNAL SERVICES
	1. REQUEST FOR UNIVERSITY PREDICTED GRADE (UPG)
	2. REQUEST FOR UPCAT DATA


	OFFICE OF INTERNATIONAL LINKAGES
	EXTERNAL SERVICES
	1. APPLICATION FOR FINANCIAL ASSISTANCE FOR UNDERGRADUATE INTERNATIONAL MOBILITY (MOVE UP)
	2. APPLICATION FOR FINANCIAL ASSISTANCE FOR UP FACULTY AND STUDENTS FOR INTERNATIONAL RESEARCH COLLABORATION (COOPERATE)
	3. APPLICATION FOR FINANCIAL ASSISTANCE FOR UP GRADUATE AND PHD STUDENTS AND EMPLOYEES FOR INTERNATIONAL CONFERENCE PRESENTATION (TRAVEL GRANT)
	4. APPLICATION FOR FINANCIAL ASSISTANCE FOR UP STUDENTS AND EMPLOYEES FOR ORGANIZING AN INTERNATIONAL CONFERENCE AND INVITING WORLD EXPERTS (HOSTING AND WELS)
	5. APPLICATION FOR NOMINATIONS FOR INBOUND STUDENTS FROM PARTNER UNIVERSITIES TO UP (SYSTEM-LEVEL)
	6. APPLICATION FOR NOMINATIONS FOR OUTBOUND STUDENTS FROM UP TO PARTNER UNIVERSITIES (SYSTEM-LEVEL)
	7. APPLICATION FOR SHORT-TERM STUDENT EXCHANGE (HIRAYA)
	8. REQUEST FOR PRELIMINARY PARTNERSHIP CONSULTATION


	OFFICE OF STUDENT DEVELOPMENT SERVICES
	EXTERNAL SERVICES
	1. REQUEST FOR DATA/INFORMATION ON STUDENT ENROLMENT DATA
	2. REQUEST FOR FILIPINO SIGN LANGUAGE (FSL) INTERPRETER
	3. REQUEST TO RESOLVE SLAS ONLINE ISSUES

	INTERNAL SERVICES
	1. REQUEST FOR DATA/INFORMATION ON STUDENT ENROLMENT DATA UNDER OSDS
	2. REQUEST FOR FILIPINO SIGN LANGUAGE (FSL) INTERPRETER
	3. REQUEST TO RESOLVE SLAS ONLINE ISSUES


	UP PRESS
	EXTERNAL SERVICES
	1.  SALE OF UP PRESS TITLES/ CONSIGNED BOOKS AT THE UP PRESS BOOKSTORE
	2.  SALE OF UP PRESS TITLES/ CONSIGNED BOOKS IN UP PRESS ONLINE STORES
	3.  REQUEST FOR EVALUATION OF MANUSCRIPT


	OFFICE OF THE VICE PRESIDENT FOR PLANNING AND FINANCE
	EXTERNAL SERVICES
	1. REVIEW AND APPROVAL OF FUNDING REQUESTS

	INTERNAL SERVICES
	1. REVIEW AND APPROVAL OF BUDGET EARMARKING REQUEST
	2. REVIEW AND APPROVAL OF FUNDING REQUESTS


	SYSTEM ACCOUNTING OFFICE
	INTERNAL SERVICES
	1. REQUEST FOR CERTIFICATE OF NO OUTSTANDING CASH ADVANCE
	2. REQUEST FOR PROCESSING OF DISBURSEMENT VOUCHERS AMOUNTING ABOVE P200,000.00
	3. REQUEST FOR PROCESSING OF DISBURSEMENT VOUCHERS AMOUNTING BELOW P200,000.00


	SYSTEM BUDGET OFFICE
	INTERNAL SERVICES
	1. BUDGET CLEARANCE REQUEST
	2. COMPLEX OBLIGATION REQUEST AND STATUS AND BUDGET UTILIZATION REQUEST AND STATUS
	3. SIMPLE OBLIGATION REQUEST AND STATUS AND BUDGET UTILIZATION REQUEST AND STATUS


	OFFICE OF THE VICE PRESIDENT FOR ADMINISTRATION
	EXTERNAL SERVICES
	1. REQUEST FOR ATTENDANCE OF THE VICE PRESIDENT FOR ADMINISTRATION TO MEETINGS OR EVENTS
	2. REQUEST FOR INFORMATION, ENDORSEMENT, AND/OR SIGNATURE (SIMPLE)
	3. REQUEST FOR INFORMATION, ENDORSEMENT, AND/OR SIGNATURE (COMPLEX)
	4. REQUEST FOR INFORMATION, ENDORSEMENT, AND/OR SIGNATURE (HIGHLY TECHNICAL)

	INTERNAL SERVICES
	1. REQUEST FOR ATTENDANCE OF THE VICE PRESIDENT FOR ADMINISTRATION TO MEETINGS OR EVENTS
	2. REQUEST FOR AUTHORITY TO DRIVE
	3. REQUEST FOR INFORMATION, ENDORSEMENT, AND/OR SIGNATURE (SIMPLE)
	4. REQUEST FOR INFORMATION, ENDORSEMENT, AND/OR SIGNATURE (COMPLEX)
	5. REQUEST FOR INFORMATION, ENDORSEMENT, AND/OR SIGNATURE (HIGHLY TECHNICAL)
	6. REQUEST FOR USE OF UP OFFICIAL VEHICLE


	SYSTEM CASH OFFICE
	EXTERNAL SERVICES
	1. REQUEST FOR RELEASE OF CHECK

	INTERNAL SERVICES
	1. REQUEST FOR RELEASE OF CHECK


	SYSTEM HUMAN RESOURCE DEVELOPMENT OFFICE
	EXTERNAL SERVICES
	1. REQUEST FOR CERTIFICATE OF EMPLOYMENT FOR FORMER UPSA EMPLOYEES
	2. REQUEST FOR CERTIFICATE OF LEAVE CREDITS AND CERTIFICATE OF LEAVE WITH/WITHOUT PAY
	3. REQUEST FOR SERVICE RECORD FOR FORMER UPSA EMPLOYEES

	INTERNAL SERVICES
	1. APPLICATION FOR ONE-TIME GRANT FOR FINISHING A DEGREE
	2. APPLICATION FOR PRIVILEGE TO STUDY AT REDUCED FEES
	3. APPLICATION FOR REGULAR AND SPECIAL MONETIZATION
	4. APPLICATION FOR TRAVEL AUTHORITY AND TRAVEL ORDER
	5. REQUEST FOR APPROVAL OF EXPANDED EHOPE PROGRAM APPLICATION
	6. REQUEST FOR BORROWING OF 201 DOCUMENTS/FILES
	7. REQUEST FOR CERTIFICATE OF EMPLOYMENT (COE) FOR ACTIVE UPSA EMPLOYEES
	8. REQUEST FOR CERTIFICATE OF EMPLOYMENT WITH COMPENSATION (CEC) FOR ACTIVE UPSA EMPLOYEES
	9. REQUEST FOR CERTIFICATE OF LEAVE CREDITS AND CERTIFICATE OF LEAVE WITH/WITHOUT PAY (CLC/CLWOP) FOR ACTIVE UPSA EMPLOYEES
	10. REQUEST FOR CERTIFICATE OF NO PENDING CASE (CNPAC) FOR ACTIVE UPSA EMPLOYEES
	11. REQUEST FOR CHANGE OF NAME AND/OR STATUS
	12. REQUEST FOR OFFICIAL UP ID
	13. REQUEST FOR PERMISSION TO ENGAGE IN LIMITED PRACTICE OF PROFESSION (PELPP)
	14. REQUEST FOR PROCESSING OF BASIC PAPER FOR ADDITIONAL ASSIGNMENT
	15. REQUEST FOR SERVICE RECORDS (SR) FOR ACTIVE UPSA EMPLOYEES
	16. REQUEST FOR UNIVERSITY CLEARANCE FOR EXITING UPSA EMPLOYEES


	UP SYSTEM SUPPLY AND PROPERTY MANAGEMENT OFFICE
	INTERNAL SERVICES
	1. REQUEST FOR INSPECTION OF PROCURED GOODS AND SERVICES AND PROPERTY TAGGING OF EQUIPMENT AND SEMI-EXPENDIBLE ITEMS
	2. REQUEST FOR ISSUANCE OF COMMON-USE SUPPLIES AND EQUIPMENT AVAILABLE IN DBM-PROCUREMENT SERVICE THROUGH UPS CENTRAL STOREROOM
	3. REQUEST FOR REGISTRATION (DISPOSAL) OF UNSERVICEABLE PROPERTIES


	OFFICE OF THE VICE PRESIDENT FOR DEVELOPMENT
	INTERNAL SERVICES
	1. REQUEST FOR CONDITION ASSESSMENT
	2. REQUEST FOR FACILITIES MANAGEMENT TRAINING


	OFFICE OF DESIGN AND PLANNING INITIATIVES
	EXTERNAL SERVICES
	1. REQUEST FOR INITITATION OF PREPARATION OF SCHEMATIC DESIGN DOCUMENTS
	2. REQUEST FOR INITIATION OF DESIGN DEVELOPMENT DRAWINGS
	3. REQUEST FOR INITIATION OF DETAILED ARCHITECTURAL AND ENGINEERING DESIGN (DAED) DRAWINGS

	INTERNAL SERVICES
	1. REQUEST FOR INITIATION OF SCHEMATIC DESIGN DOCUMENTS
	2. REQUEST FOR INITIATION OF DESIGN DEVELOPMENT DRAWINGS
	3. REQUEST FOR INITIATION OF DETAILED ARCHITECTURAL AND ENGINEERING DESIGN (DAED) DRAWINGS
	4. REQUEST FOR INITIATION OF DESIGN REVIEW


	PROJECT MANAGEMENT OFFICE
	EXTERNAL SERVICES
	1. REQUEST FOR CERTIFICATE OF COMPLETION
	2. REQUEST FOR CERTIFICATE OF FINAL ACCEPTANCE
	3. REQUEST FOR APPROVAL (RFA)
	4. REQUEST FOR PAYMENT (INFRASTRUCTURE)
	5. REQUEST FOR TIME EXTENSION (RTE)


	OFFICE OF THE VICE PRESIDENT FOR PUBLIC AFFAIRS
	INTERNAL SERVICES
	1. REQUEST FOR INFORMATION, ENDORSEMENT, AND/OR SIGNATURE (SIMPLE)
	2. REQUEST FOR TECHNICAL ASSISTANCE - EVENT STRATEGIC PREPARATORY WORK


	MEDIA AND COMMUNICATION OFFICE
	EXTERNAL SERVICES
	1. REQUEST FOR UPS-MCO-PRODUCED ARCHIVAL MATERIALS

	INTERNAL SERVICES
	1. REQUEST FOR COVERAGE
	2. REQUEST FOR OFFICIAL PORTRAITURE
	3. REQUEST FOR POSTING OF CONTENT ON THE UP SYSTEM WEBSITE/SOCIAL MEDIA ACCOUNTS
	4. REQUEST FOR UPS-MCO-PRODUCED ARCHIVAL MATERIALS


	OFFICE OF ALUMNI RELATIONS
	EXTERNAL SERVICES
	1. REQUEST FOR UP ALUMNI EMAIL ACCOUNT
	2. REQUEST FOR ALUMNI RECORDS (SIMPLE RETRIEVAL)
	3. REQUEST FOR ALUMNI RECORDS (COMPLEX AND HIGHLY-TECHNICAL RETRIEVAL)
	4. REQUEST FOR BENCHMARKING OF OTHER UNIVERSITIES / ALUMNI OFFICES WITH UP OAR
	5. REQUEST FOR EMAIL BLAST, SOCIAL MEDIA, AND WEBSITE POSTING

	INTERNAL SERVICES
	1. REQUEST FOR ALUMNI RECORDS (SIMPLE REQUEST)
	2. REQUEST FOR ALUMNI RECORDS (COMPLEX AND HIGHLY-TECHNICAL RETRIEVAL)
	3. REQUEST FOR EMAIL BLAST, SOCIAL MEDIA, AND WEBSITE POSTING


	PADAYON PUBLIC SERVICE OFFICE
	EXTERNAL SERVICES
	1. COMPLEX REQUEST FOR PUBLIC SERVICE-RELATED DATA AND OTHER GENERAL INFORMATION FOR EXTERNAL CLIENTS VIA NON-VOICE/EMAIL REQUESTS
	2. SIMPLE REQUEST FOR PUBLIC SERVICE-RELATED DATA AND OTHER GENERAL INFORMATION VIA NON-VOICE/EMAIL REQUESTS
	3. SIMPLE REQUEST FOR PUBLIC SERVICE-RELATED DATA AND OTHER GENERAL INFORMATION VIA VOICE REQUESTS / INCOMING CALLS
	4. REQUEST FOR PUBLIC SERVICE PROJECT PARTNERSHIP

	INTERNAL SERVICES
	1. COMPLEX REQUEST FOR PUBLIC SERVICE-RELATED DATA AND OTHER GENERAL INFORMATION FOR INTERNAL CLIENTS VIA NON-VOICE/EMAIL REQUESTS
	2. SIMPLE REQUEST FOR PUBLIC SERVICE-RELATED DATA AND OTHER GENERAL INFORMATION FOR INTERNAL CLIENTS VIA NON-VOICE/EMAIL REQUESTS
	3. SIMPLE REQUEST FOR PUBLIC SERVICE-RELATED DATA AND OTHER GENERAL INFORMATION FOR INTERNAL CLIENTS VIA VOICE REQUESTS /INCOMING CALLS
	4. REQUEST FOR ONBOARDING OF RESOURCE GENERATION CAMPAIGN TO THE GIVE TO UP
	5. REQUEST FOR PUBLIC SERVICE PROJECT PARTNERSHIP


	UGNAYAN NG PAHINUNGOD SYSTEM
	EXTERNAL SERVICES
	1. REQUEST FOR PARTNERSHIP IN PUBLIC SERVICE PROJECTS AND ACTIVITIES
	2. REQUEST FOR INITIATION OF PARTNERSHIP WITH THE GURONG PAHINUNGÓD (GP) PROGRAM THROUGH A MEMORANDUM OF AGREEMENT

	INTERNAL SERVICES
	1. REQUEST FOR PAHINUNGÓD DOCUMENTS
	2. REQUEST FOR PARTNERSHIP IN PUBLIC SERVICE PROJECTS AND ACTIVITIES


	OFFICE OF THE VICE PRESIDENT FOR DIGITAL TRANSFORMATION
	EXTERNAL SERVICES
	1. REQUEST FOR TRAINING ON IT AND DX-RELATED COMPETENCIES

	INTERNAL SERVICES
	1. REQUEST FOR EVALUATION AND ENDORSEMENT OF DIGITAL TRANSFORMATION INITIATIVE PROPOSALS
	2. REQUEST FOR THE EVALUATION AND ENDORSEMENT OF THE PROCUREMENT OF ICT EQUIPMENT
	3. REQUEST FOR TRAINING ON IT AND DX-RELATED COMPETENCIES


	INFORMATION TECHNOLOGY DEVELOPMENT CENTER
	EXTERNAL SERVICES
	1. REQUEST ON MICROSOFT 365 CONCERNS FOR UP STUDENTS
	2. REQUEST ON ZOOM LICENSE CONCERNS FOR UP STUDENTS

	INTERNAL SERVICES
	1. REQUEST FOR DOCUMENT ROUTING SYSTEM (DRS) REGISTRATION OF UP OFFICES/UNITS
	2. REQUEST FOR LEVEL 1 SUPPORT FOR BULSA
	3. REQUEST FOR LEVEL 1 SUPPORT FOR PUSO
	4. REQUEST FOR LEVEL 2 SUPPORT FOR BULSA
	5. REQUEST FOR LEVEL 2 SUPPORT FOR PUSO
	6. REQUEST FOR TECHNICAL SUPPORT (SIMPLE)
	7. REQUEST FOR TECHNICAL SUPPORT (COMPLEX)
	8. REQUEST FOR TECHNICAL SUPPORT (HIGHLY TECHNICAL)
	9. REQUEST FOR TECHNICAL SUPPORT ON SPECIFIC ONLINE APPLICATIONS/SITES MANAGED BY ITDC (SIMPLE)
	10. REQUEST FOR TECHNICAL SUPPORT ON SPECIFIC ONLINE APPLICATIONS/SITES MANAGED BY ITDC (COMPLEX)
	11. REQUEST FOR TECHNICAL SUPPORT ON SPECIFIC ONLINE APPLICATIONS/SITES MANAGED BY ITDC (HIGHLY TECHNICAL)
	12. REQUEST FOR UP MAIL FOR UP OFFICES, UNITS, PROJECTS/EVENTS
	13. REQUEST FOR  ZOOM WEBINAR LICENSE RESERVATIONS FOR TEMPORARY ASSIGNMENT
	14. REQUEST ON MICROSOFT 365 CONCERNS UP EMPLOYEES
	15. REQUEST ON UP MAIL CONCERNS FOR UP SYSTEM ADMINISTRATION EMPLOYEES
	16. REQUEST ON ZOOM CONCERNS FOR UP EMPLOYEES
	17. REVIEW OF REQUEST FOR INITIATION OF DESIGN AND DEVELOPMENT OF ONLINE APPLICATIONS OR PORTALS FOR UP SYSTEM OFFICES


	OFFICE OF THE VICE PRESIDENT FOR RESEARCH AND INNOVATION
	INTERNAL SERVICES
	1. PROCESSING OF APPLICATION TO THE INTERNATIONAL PUBLICATION AWARD


	CENTER FOR INTEGRATIVE AND DEVELOPMENT STUDIES
	EXTERNAL SERVICES
	1. REQUEST FOR MANUSCRIPT PUBLICATION AS PEER-REVIEWED JOURNAL ARTICLE FOR THE UPCIDS PHILIPPINE JOURNAL OF PUBLIC POLICY
	2. REQUEST FOR USE OF BOOKS AND RESOURCES IN UP CIDS

	INTERNAL SERVICES
	1. REQUEST FOR MANUSCRIPT PUBLICATION IN THE UPCIDS SERIAL PUBLICATION
	1. REQUEST FOR USE OF BOOKS AND RESOURCES IN UP CIDS


	UP-CIFAL PHILIPPINES
	EXTERNAL SERVICES
	1. REQUEST FOR INITIAL MEETING FOR CONDUCT OF RESEARCH AND DEVELOPMENT FOR THE SUSTAINABLE DEVELOPMENT GOALS
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