


be issued after the University committee has endorsed on the basis of academic credentials of 
the recommendee and specific justification by the Unit. 

Early submission is likewise necessary should you wish to recommend renewal of 
appointment with temporary waiver of up-or-out rule for Instructors or renewal of appointment 
with temporary waiver of faculty tenure rule for Assistant, Associate, or full Professors. In case 
of non-renewal of a temporary appointment, the faculty member concerned shall be so 
informed in writing by the Dean at least sixty days before the expiration date of current 
appointment. 

In the case of Transcript of Record or similar document that is being requested from any of the 
Constituent Universities of UP, a copy of the said request form or letter will suffice initially, 
provided that the HRDO is able to contact the concerned UP office to receive an advance 
internal copy or confirmation. 

Additional documentary requirements such as NBI clearance (please see the updated 
checklist by HRDO) may be submitted within two (2) weeks after the submission of the basic 
paper and other mandatory documents. Please be reminded, however, that the University 
committee may defer or withdraw any favorable endorsement in case an additional 
documentary requirement is not properly received within the grace period. 

Please do not forget to submit the final documentary requirements to: 1) HRDO for release of 
signed appointment papers; and 2) Diliman Accounting Office for release of first salary. 

II. For renewal of regular full time and part time faculty appointments, please submit the
basic paper, fully accomplished and signed as appropriate, on or before the due date (Friday,
25 May 2018).

For batch renewal of appointments of faculty members who were not included in the list of 
tenure-track (pursuant to the Memorandum Order No. PDLC 17-20 dated 28 July 2017), 
please use the new basic paper (disseminated through Memorandum No. OVCAA-ECA 18-
112 dated 20 March 2018). Also included in the batch renewal of faculty appointments are the 
renewal of extension of part time appointments beyond age 65. 

For EACH faculty member for renewal of appointment beyond up-or-out rule, renewal of 
appointment with temporary waiver of faculty tenure rule, renewal of appointment of foreign 
faculty and renewal of extension of regular full time appointment beyond age 65, kindly use 
the green Basic Paper (HRDO B-1). 

Ill. For EACH faculty member for merit promotion with MA/MS or automatic promotion with 
PhD, please submit the basic paper and other mandatory documentary requirements, fully 
accomplished and signed as appropriate, within a year from conferment of MA/MS or PhD 
degree. 

All documents are to be submitted by the College or Unit to the Human Resource 
Development Office (HRDO). The HRDO shall promptly perform a first check of the 
completeness of the documents according to the Checklist of Requirements for Faculty 
Appointment Processing (March 2018) and inform the College or Unit in writing of any 
apparent omission. 








