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DILIMAN BUDGET OFFICE DILIMAN LEGAL OFFICE OFFICE OF THE CHANCELLOR NOTARY PUBLIC w

IMPLEMENTING UNIT/ACADEMIC
UNIT

STEP3

STEPO Reviews draft agreements for

Negotiates terms and provisions of the MOU or MOA;

Prepares necessary documents for processing by OIL Difiman Lhcestayenay
+ Endorsement letter of the proposed new/renewal partnership with an (BOCEE)
academic institution outside the Philippines; Should be addressed to the
UPD Chancellor, through channels, this letter may be signed by one or more: stera
UPD units depending on the number of collaborating units
+ Proposed DRAFT agreement to be signed/renewed - The MS Word STEP 2 Reviews draft agreement and
document of the draft agreement should also be sent to: Performs intialreview of documents forwards ool
« international.upd@up.edu.ph submitted; Refers to DBO for budget Diliman stepan
« Expired/Expiring MOU/MOA (if applicable) certification and DLO for legal review (7-14 days) RO o
+  Accomplished and certified MOU/MOA activity implementation plan form - (1-3 days) Extension wO}k a 'eem’em
For MOU/MOA renewals; OR For new MOU/MOAs € :
+Certification of no special budgetary outlay/ Certification of special Reviews Intellectual property
budgetary outlay (Per Memorandum No. OSU 2017-02-04) arovisions, toplc of rescarch, and
checks accountabilities of research
proponent,
Complete? ES) (7-14 days)
NO
STEP1
Submits complete set of documents
to OIL Diliman
(1 day)
STEP S
Incorporates revisions suggested by
STEP 6 DLO, OVCRD, and OL Diliman and
Responds to proposed revisions suggested by relays to concerned parties
DLO, OVCRD, and OIL Diliman (e implementing unit(s) and the
(3-7 days) partner institution) for their
approval/comments
(1-3 days)*
STEP7 st
Major or Minor EINER (e e PG S Affixes initials on final agreements as
ek print final copies of agreement and inal logal learance
endorse to DLO (3 dave)
(1-2 days)
Return
to STEP 4
STEP9
(1-2days) *Endorses agreement to
dean(s)/head(s) of implementing
unit(s) for signature
as witnesses. If implementing unit is
STEP 10 under a College, the dean must also
Signs agreements as witness and returns be included as 2 witness signatory.
agreements to OIL Diliman. (1-2days)
(17 days) *In some cases, the partner
institution prefers that they print the
final copies of the agreement
themselves, so step 15 will precede
step 9.
(3-5 days)
STEP 11 SIERL2 STEP 13
Endorses agreement to the Vice- Affixes initials on the agreement and Signs agreement on behalf of UPD
Chancellor for Academic Affairs for (————  endorses to the Chancellor for and returns toOIL
initials, signature and initials o
(1-2 days) (1-2 days) (13 days)
STEP 15 STEP 14
Signs agreements and returns one Facilitates signing of the
——
setto OIL Diliman for the side of the partner institution.
(7-30 days) (1-5 days; via DHL)
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(1 day)

STEP 16
Receives signed agreements from
partner institution or academic unit

and forward to Notary Public for
notarization of UPD copy.

STEP 18

Inputs information in database;

Forwards certified true copy of
agreement to the implementing unit for

their records;
Endorses (through the VCAA) the duly-
signed agreement and supporting
documents (letter of

STEP 17
Notarizes signed agreements and
returns to OIL Diliman.
(2-5 days)

endorsement from implementing unit,

DLO clearance, certification of no special

budgetary outlay/certification of special

budgetary outlay, accomplished
MOU/MOA Activity
Implementation Plan form) to the
Chancellor for BOR confirmation.
(7-14 days)

STEP 19
Endorses agreement and supporting
documents to the Chancellor, for
BOR confirmation.
(1-2 days)

STEP 24
Filing of BOR resolution
(1-2 days)

STEP 20
Endorses agreement and supporting
documents to the OSU, for BOR
confirmation.
(5-7 days)

STEP 23
Refers BOR resolution to
OIL Diliman for filing.
(1-2 days)

TOTAL NUMBER OF DAYS:
47123

(with notarization and
transmittal to the units)
70-16;

(with BOR confirmation)

STEP 22
Refers BOR resolution to VCAA
(23 days)

STEP 21
05U refers the agreements and
supporting documents to OVPLA for
final legal clearance; BOR confirms
agreement; OSU sends BOR
resolution to OC
(14-30 days)




