


NOTES:
1.	The	Travel	Authority	is	not		included	in	the	employee's	201	file,	per	CS	MS	08	S.	2007.
2.	Faculty/	REPS	must	submit	a	Previous	Travel	Report	to	the	Scholarship	Section,	HRDO	within	10	days	after	arrival	in	the	Philippines	(PERR	Memo	No.	06-51)

Application for Travel Authority for Outbound Faculty & REPS (Manual Submission)

OFFICE OF INTERNATIONAL LINKAGES DILIMAN – 
OVCAA
University of the Philippines Diliman
+63-2-981-8500 local 2561 | 

START


STEP 0

Prepare Travel Authority Applica7on 

documents


COLLEGE/DEPARTMENT FACULTY & REPS HRDO OIL Diliman VCAA FRIMC OC OVPAA OVCA 

YES


NO


OVCAA 

•  TA Aplica7on Form                        


(IF APPLICABLE)

•  Invita7on/Acceptance LeGer

•  Abstract/ Program

•  Funding Approval

•  Study Leave/ Vaca7on/ Personal/ 

SabaKcal Leave Approval 

•  OIC for Administra7ve Du7es


STEP 1 (1 day)

Unit endorses applica7on for 

Travel Authority; 

Faculty/ REPS submit documents 

through channels




STEP 2 (1 day)


HRDO checks leave credits; 

Ensures dates are within 

appointment period; 

Checks if Previous Travel Report 


has been submiGed.




•  Applica7on documents with 
informa7on from HRDO


Documents 
Complete ?
Faculty/ REPS completes documents


STEP 5 (1 day)

Chancellor approves applica7on for 

Travel Authority; 

Forwards documents to HRDO


STEP 6 (1 day)

HRDO releases Travel Authority to 

Unit 


Informa7on 
complete?


YES


Faculty/ REPS completes informa7on




STEP 3 (1 day)


(For Faculty) OIL-Diliman checks for 
percentage of class 7me to be missed  

(<20%)  based on Faculty Service 
Record, and class arrangements made





STEP 7 (0 day)

Faculty/ REPS receives approved 

Travel Authority 


No


STEP 4 (0 to 1 day)

OVCAA makes final assessment


for a TOTAL of 5 to 6 
business days


END




Signs personnel clearance


Endorses applica7on to OIL-Diliman




VCAA endorses to OC




OIL-Diliman endorses applica7on to 

OVCAA




Applica7on 
in order?


YES


No

Faculty/ REPS revises, as needed


OVPAA OVPAA OVCA OVPAA OC OVPAA FRIMC OVPAA VCAA OVPAA OIL DILIMAN OVPAA HRDO OVPAA FACULTY & REPS OVPAA COLLEGE/ DEPARTMENT 



NOTES:
1.	The	Travel	Authority	is	not		included	in	the	employee's	201	file,	per	CS	MS	08	S.	2007.
2.	Faculty/	REPS	must	submit	a	Previous	Travel	Report	to	the	Scholarship	Section,	HRDO	within	10	days	after	arrival	in	the	Philippines	(PERR	Memo	No.	06-51)

OFFICE OF INTERNATIONAL LINKAGES DILIMAN – OVCAA
University of the Philippines Diliman
+63-2-981-8500 local 2561 | 
international.upd@up.edu.ph

Application for Travel Authority for Outbound Faculty & REPS (Online Submission through UIS)

COLLEGE/ DEPARTMENT FACULTY & REPS HRDO OIL DILIMAN VCAA FRIMC OC OVPAA OVCA 

OVCAA 

STEP 1a  (Day 0)

Apply Online through University 

InformaAon System: Fill up online 
appllicaAon; AFach supporAng 

documents


START


STEP 0

Prepare Travel Authority ApplicaAon 

supporAng documents


(IF APPLICABLE)

•  InvitaAon/Acceptance LeFer

•  Abstract/ Program

•  Funding Approval

•  Study Leave/ VacaAon/ Personal/ 

SabaOcal Leave Approval 

•  OIC for AdministraAve DuAes


STEP 1b

Unit endorses applicaAon for 

Travel Authority


YES


NO




STEP 2


HRDO checks leave credits; 

Ensures dates are within 

appointment period; 

Checks if Previous Travel Report 


has been submiFed.




•  ApplicaAon documents with 
informaAon from HRDO


Documents 
Complete ?
Faculty/ REPS completes documents


STEP 5

Chancellor approves applicaAon for 

Travel Authority


STEP 6

HRDO releases Travel Authority to 

Unit 


InformaAon 
complete?


YES


Faculty/ REPS completes informaAon




STEP 3


(For Faculty) OIL-Diliman checks for 
percentage of class Ame to be missed  

(<20%)  based on Faculty Service 
Record, and class arrangements made





STEP 7

Faculty/ REPS receives approved Travel 

Authority 


No


STEP 4

OVCAA makes final assessment


EsAmate: 4 to 5 days

END




Signs personnel clearance


Endorses applicaAon to OIL-Diliman




VCAA endorses to OC




OIL-Diliman endorses applicaAon to 

OVCAA




ApplicaAon 
in order?


YES


No

Faculty/ REPS revises, as needed





