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NAME OF SEVICE TOTAL FEESTOBE  TOTAL PROCESSING
PAID TIME
INTERNAL SERVICES

1. |ISSUANCE OF RECOMMENDATION |None 40 minutes
LETTER FOR THE RENEWAL OF
FACULTY MEMBERS

2. |EVALUATION AND CREDITING OF | None 30 minutes
GRADES FOR TRANSFEREE
STUDENTS

3. |ACADEMIC EVALUATION FOR None 10 minutes
GRADUATING STUDENTS

4. |INTERNSHIP PROCESSING None 6 days, 15 minutes
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ISSUANCE OF RECOMMENDATION LETTER FOR THE
RENEWAL OF FACULTY MEMBERS

This service involves the issuance of recommendation letters to support the contract
renewal of faculty members at the College of Computer Studies of Trinidad Municipal
College. The recommendation is based on a thorough review of the faculty member’s
performance evaluation and compliance with institutional requirements.

By facilitating the preparation and release of these recommendation letters, the College of
Computer Studies  ensures that contract renewals are conducted fairly, transparently,
and in accordance with the college’s standards. This service aids in maintaining the quality
of education, recognizes faculty contributions, and supports the institution’s commitment
to professional development and academic excellence.

OFFICE/DIVISION COLLEGE OF COMPUTER STUDIES, TRINIDAD
MUNICIPAL COLLEGE

CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
G2G - Government to Government
WHO MAY AVAIL All existing faculty members of Trinidad Municipal
College
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. 1copy of original duly filled up College of Computer Studies Office
request form
2. 1copyoforiginal and subscribed |Faculty members concerned
duly accomplished Personal Data
Sheet, revised 2025
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The faculty The Dean 35 minutes

member evaluates the

submits submitted

complete and requirements.

accurate

requirements |1.2 Dean prepares, ,

to the Dean. prints, and signs Ay
the i3 e
Recommendation CLARK KEVON V.
Letter. VILLAMOR

2. The faculty 2. The Dean or None 5 minutes Dean

member claims authorized staff College of

the releases the Computer Studies,

Recommendati signed Trinidad Municipal

on Letter. Recommendation College
Letter.
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EVALUATION AND CREDITING OF GRADES FOR
TRANSFEREE STUDENTS

This service involves the systematic evaluation of the academic records of transferee
students to determine which subjects completed at their previous institutions may be
credited toward the Bachelor of Science in Information Technology (BSIT) curriculum at
Trinidad Municipal College. The evaluation ensures that credited subjects meet the
program’s content standards, learning outcomes, and academic requirements.

By facilitating this process, the College of Computer Studies helps transferee students
transition smoothly into the BSIT program, prevents redundancy in coursework, and
maintains academic integrity and consistency across the curriculum. This service supports
students’ timely progression toward graduation while upholding the college’s educational
standards.

OFFICE/DIVISION COLLEGE OF COMPUTER STUDIES, TRINIDAD
MUNICIPAL COLLEGE

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C - Government to Citizen
G2G - Government to Government

WHO MAY AVAIL All transferee students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Course Prospectus College of Computer Studies Office
2. Transcript of Records Previous School / College
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Submit a copy | 1.  Receive and 5 minutes
of transcript of review documents
records for
evaluation.
2. Wait for 2. Evaluate None 20 minutes
evaluation. academic records
and curriculum. A
3. Receive 3. Provide advising | None 5 minutes b ‘
evaluation/ and CLARK KEVIN V.
advice. recommendations. VILLAMOR
Dean
College of
Computer Studies,
Trinidad Municipal

Colleie
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MUNICIPALITY OF TRINIDAD

ACADEMIC EVALUATION FOR GRADUATING STUDENTS

This service involves the comprehensive evaluation of students’ academic records to
determine their eligibility for graduation. The process includes verification of completed
subjects, assessment of compliance with curriculum requirements, and identification of any
academic deficiencies prior to endorsement for graduation.

By facilitating this evaluation, the College of Computer Studies ensures that all graduating
students meet the academic standards of Trinidad Municipal College. This service supports
accurate and fair graduation processing, upholds the integrity of the institution’s academic
programs, and enables timely issuance of diplomas and certifications to qualified students.

OFFICE/DIVISION

CLASSIFICATION

COLLEGE OF COMPUTER STUDIES, TRINIDAD

MUNICIPAL COLLEGE
Simple

TYPE OF TRANSACTION

G2C - Government to Citizen

G2G - Government to Government

WHO MAY AVAIL

All graduating students

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Course Prospectus

College of Computer Studies Office
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5 minutes

Requestfor | 1.1 Secure blank

an evaluated curriculum
curriculum prospectus.
prospectus.

1.2 Fill-in with

student’s grades

from 1styear up to i
the recent CLARK KEVIN V.

completed VILLAMOR
semester. Dean
2. Receive 2. Printand sign the |None 5 minutes College of
evaluated curriculum Computer Studies,
curriculum prospectus. Trinidad Municipal

prospectus. Colleie
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INTERNSHIP PROCESSING

This service facilitates the processing of internship (On-the-Job Training) requirements for
Bachelor of Science in Information Technology (BSIT) students at Trinidad Municipal
College. It includes the preparation and issuance of endorsement letters and all necessary
documentation to partner companies or organizations.

By coordinating with students, academic departments, and industry partners, the College of
Computer Studies ensures that students are properly endorsed, meet academic and
institutional requirements, and gain meaningful practical experience. This service supports
the college’s commitment to hands-on learning, enhances students’ professional readiness,
and strengthens partnerships between the institution and industry.

OFFICE/DIVISION COLLEGE OF COMPUTER STUDIES, TRINIDAD
MUNICIPAL COLLEGE
CLASSIFICATION Complex
TYPE OF TRANSACTION G2C - Government to Citizen
G2G - Government to Government
WHO MAY AVAIL BSIT students eligible for internship
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Endorsement Letter College of Computer Studies Office
2. Personal Information Form College of Computer Studies Office
3. Copy of Acceptance Form College of Computer Studies Office
+ (C);)Ap;/rzl;lr\]lqc;tstrl(zlvelg:/)lemorandum College of Computer Studies Office
5. Parent’s Consent (if Applicable) College of Computer Studies Office
6. Long White Envelope Student Intern / Trainee
7. Long Red Clear Book Student Intern / Trainee




Secure an
Endorsement
Letter
addressed to
the Head of
the HTE
where the
Student Intern
[ Trainee
plans to
conduct
internship.
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1.1 Printan
endorsement
letter.

1.2 Sign the
endorsement
letter.

5 minutes

CLARK KEVIN V.
VILLAMOR
Dean
College of
Computer Studies,
Trinidad Municipal

College

2.1 Submit the
following
documents
(placed inside
a long white
folder) to the
HTE and wait
for the
approval of
application for
internship:

a) Endorsement
Letter signed
by the
Internship
Coordinator
and the Dean

2. Review the
documents to be
submitted by the
Student Intern /
Trainee before
submitting the
documents
needed when
applying for
internship

None

4 days

&

: l

=

=
by

CLARK KEVIN V.
VILLAMOR
Dean
College of
Computer Studies,
Trinidad Municipal

College

i thihe

a7
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b) Student-
Intern’s
Personal
Information
Form

c) Acceptance
Form

d) Parent’s
Consent

2.2 Secure
Acceptance
Form from the
Host Training
Establishment

3. Submit 3.1 Internship None 2 days
Acceptance coordinator shall
Form to the print three (3)
internship copies of MOA of
coordinator for each partner Host
the facilitating Training
of MOA. Establishment.

3.2 MOA must be CLARK KEVIN_

signed by the VILLAMOR
Chairperson of the Dean

Board of Trustees College of

(First Party), Computer Studies,

Representative Trinidad Municipal
from the Host College

Training
Establishment
(Second Party),

i thihe




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

Dean of the

College and

Internship

Coordinator (as

Witnesses)

4. Submit all 4. Review submitted |None 10 minutes

requirements requirements
to the
internship ATTY. ROBERTO
coordinator C. CAJES, PhD
before the start Municipal Mayor
of internship. Office of the

Municipal Maior
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