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Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

NAME OF SEVICE TOTAL FEES TO BE TOTAL PROCESSING
PAID TIME
INTERNAL SERVICES
1. [ISSUANCE OF SCHOLASTIC Transfer Credentials- |5 days, 30 minutes

RECORDS (CERTIFICATIONS & PhP 150.00

OTHER STUDENT RECORD)
Permit to Study
PhP 150.00
Diploma
PhP 350.00

Certification -
PhP 150.00

Copy of Study Load
PhP 10.00

Copy of Billing
Statement/
Assessment
PhP 10.00

Copy of Grade Slip

PhP 10.00
2. |ISSUANCE OF SCHOLASTIC Transcript of Record |5 days, 30 minutes
RECORDS (TRANSCRIPT OF (1st Page) PhP 125.00

RECORDS)
No. of Extra Page of
TOR (Transferee Only)
PhP 125.00 per page
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MUNICIPALITY OF TRINIDAD

Transcript of Records
(1 yr. only)
PhP 250.00

Transcript of Records
(2 yrs. only)
PhP 375.00

Transcript of Records
(3 yrs. only)
PhP 450.00

Transcript of Records

(4 yrs. Grad.)
PhP 500.00
3. 'WITHDRAWAL FROM Upon actual 35 minutes
SUBJECT/CURRICULUM assessment
FOR NON-FHE STUDENTS
4. 'WITHDRAWAL FROM Upon actual 35 minutes
SUBJECT/CURRICULUM assessment
FOR FHE STUDENTS
5. |ADDING, DROPPING AND PhP 150.00 55 minutes
CHANGING (ADC) OF SUBJECTS (up to 3 subjects)
6. ENROLMENT (FHE) Depends on the 1 hour, 20 minutes
number of subjects
taken for the semester
@ PhP 7.00 per
booklet

7.

FILING FOR NO GRADE (NG)

PhP 100.00 per subject

40 minutes
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Province of Bohol

MUNICIPALITY OF TRINIDAD

TRINIDAD MUNICIPAL COLLEGE
OFFICE OF THE
SCHOOL REGISTRAR

i
QERUVICES
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Province of Bohol

MUNICIPALITY OF TRINIDAD

ISSUANCE OF SCHOLASTIC RECORDS (CERTIFICATIONS &
OTHER STUDENT RECORD)

This service involves the maintenance, safekeeping, and issuance of scholastic records of
graduates and undergraduate students of Trinidad Municipal College, including the
Transcript of Records (TOR), certifications, and other pertinent academic documents
requested for external purposes.

The process ensures that all records are accurate, complete, and released in accordance with
institutional policies and data privacy regulations. By facilitating the timely processing and
issuance of these documents, Trinidad Municipal College supports students and alumni in
their applications for employment, further studies, licensure examinations, and other
official transactions. This service upholds the integrity, confidentiality, and reliability of the
institution’s academic records management system.

OFFICE/DIVISION OFFICE OF THE SCHOOL REGISTRAR, TRINIDAD
MUNICIPAL COLLEGE
CLASSIFICATION Complex
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL All TMC continuing students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Payment Order, 1 original copy Office of the Registrar
2. Request Form, 1 original copy Office of the Registrar
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Secure the The designated 5 minutes

Order of Registrar’s staff for
Payment from Order of Payment
the Registrar's will check the :
Office - Request Form and >/
Window 7 by issue the payment y
filling up the order for B
Request requested ‘R
Form. documents. MANILYN Y.
TABADA
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal
College

The Cashier will 10 minutes

2. Proceed to the | 2. Transfer

TMC Cashier accept the order of | Credentials-
Office for the payment, receive |PhP 150.00
payment of payment and issue
fees. the receipt for that | Permit to Study
transaction. PhP 150.00
Diploma PhP
350.00 HONEYFE C.
BAUTISTA
Certification — Administrative
PhP 150.00 Aide VI
Office of the
Copy of Study Cashier, Trinidad
Load PhP 10.00

Municipal College
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Copy of Billing OR
Statement/Assess
ment PhP 10.00

Copy of Grade Slip
PhP 10.00

REVILLA
Administrative
Aide lll
Office of the
Municipal
Treasurer

OR

JOSEPH N.
BALONGA
Administrative
Aide |
Office of the
Municipal
Treasurer
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MARIALY P.
BALUCA
Revenue
Collection Clerk
Office of the
Municipal
Treasurer
3. Proceedtothe | 3. The Deans/ Dept |None 5 minutes
College Head will approve
Department for the request.
approval
(signing of the
request form).

DR.
ANTONNETTE T.
NUGAL
Dean
College of
Education,
Trinidad Municipal
College
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| * |
CLARK KEVION
V. VILLAMOR
Dean
College of
Computer Studies,
Trinidad Municipal
College

DR. JUDITH V.
AUSTRIA
Dean
College of Office
Administration,
Trinidad Municipal

College

OR
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ELMIRA O.
NEGRO
Program

Chairperson

College of Criminal

Justice Education,

Trinidad Municipal

College

MARINA C.
POLEASTICO
College
Department Head
College of Arts and
Sciences,
Trinidad Municipal

College
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4. Proceed to 4. The College None 5 minutes
the HEI President will
President for approve the
approval request.
(signing of the
request form).
DR. JULIET.
MAESTRADO
College President
Trinidad Municipal
College
5. Presentthe |5.1 Printthe None 5 minutes '
payment documents
receipt to the promptly affixing
Student signatures of
Record signatories and
Evaluator school seal. ")
assigned for
his/her 5.2 Issue the CLAIM S o
program. STUB providing MA. GLENDA M.
the date of CATURZA
release Student Record
5.3 Release the None 5 days Evaluator
documents (same Office of the
day documents). School Registrar,
Trinidad Municipal
College
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HERMELITA A.
STA. INES
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal

College

HASPI
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal
College




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

ROWENA L.
PAYPA
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal

College

MIRASOL V.
MACUA
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal
College




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

IRIS MAE C.
LLOREN
School Registrar
Office of the
School Registrar,
Trinidad Municipal




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

ISSUANCE OF SCHOLASTIC RECORDS (TRANSCRIPT OF
RECORDS)

This service involves the maintenance, safekeeping, and issuance of scholastic records of
graduates and undergraduate students of Trinidad Municipal College, including the
Transcript of Records (TOR), certifications, and other pertinent academic documents
requested for external purposes.

The process ensures that all records are accurate, complete, and released in accordance with
institutional policies and data privacy regulations. By facilitating the timely processing and
issuance of these documents, Trinidad Municipal College supports students and alumni in
their applications for employment, further studies, licensure examinations, and other
official transactions. This service upholds the integrity, confidentiality, and reliability of the
institution’s academic records management system.

OFFICE/DIVISION OFFICE OF THE SCHOOL REGISTRAR, TRINIDAD
MUNICIPAL COLLEGE
CLASSIFICATION Complex
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL All TMC continuing students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Payment Order, 1 original copy Office of the Registrar
2. Request Form, 1 original copy Office of the Registrar
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Secure the The designated 5 minutes

Order of Registrar’s staff for
Payment from Order of Payment
the Registrar's will check the
Office - Request Form and
Window 7 by issue the payment
filling up the order for B
Request requested ‘R
Form. documents. MANILYN Y.
TABADA
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal
College

2. Proceedtothe 2. The Cashier will | Transcript of 10 minutes

TMC Cashier accept the order of | Record (1st Page)

Office for the payment, receive | PhP 125.00

payment of payment and issue

fees. the receipt for that | No. of Extra Page

transaction. of TOR (Transferee
Only)
PhP 125.00 per
page HONEYFE C.
BAUTISTA

Transcript of Administrative
Records (1 yr. Aide VI
only) Office of the
PhP 250.00 Cashier, Trinidad

Municipal College
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Transcript of OR
Records (2 yrs.
only) PhP 375.00
Transcript of
Records (3 yrs.
only) PhP 450.00
Transcript of
Records (4 yrs. % ¢
Grad.) MARICEL C.
PhP 500.00 REVILLA
Administrative
Aide lll
Office of the
Municipal
Treasurer
OR

JOSEPH N.
BALONGA
Administrative
Aide |
Office of the
Municipal
Treasurer
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MARIALY P.
BALUCA
Revenue
Collection Clerk
Office of the
Municipal
Treasurer
3. Proceedtothe |3. The Deans/Dept |None 5 minutes
College Head will approve
Department for the request.
approval
(signing of the
request form).

DR.
ANTONNETTE T.
NUGAL
Dean
College of
Education,
Trinidad Municipal
College
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| * |
CLARK KEVION
V. VILLAMOR
Dean
College of
Computer Studies,
Trinidad Municipal
College

DR. JUDITH V.
AUSTRIA
Dean
College of Office
Administration,
Trinidad Municipal

College

OR
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ELMIRA O.
NEGRO
Program

Chairperson

College of Criminal

Justice Education,

Trinidad Municipal

College

MARINA C.
POLEASTICO
College
Department Head
College of Arts and
Sciences,
Trinidad Municipal

College
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4. Proceed to 4. The College None 5 minutes
the HEI President will
President for approve the
approval request.
(signing of the
request form).
DR. JULIET.
MAESTRADO
College President
Trinidad Municipal
College
5. Presentthe |5.1 Printthe None 5 minutes '
payment documents
receipt to the promptly affixing ‘
Student signatures of
Record signatories and (Y
Evaluator school seal. g/
assigned for
his/her 5.2 lssue the CLAIM S N
program. STUB providing MA. GLENDA M.
the date of CATURZA
release Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal
College
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HERMELITA A.
STA. INES
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal

College

HASPI
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal
College




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

ROWENA L.
PAYPA
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal

College

MIRASOL V.
MACUA
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal
College




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

IRIS MAE C.
LLOREN
School Registrar
Office of the
School Registrar,
Trinidad Municipal
College
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WITHDRAWAL FROM SUBJECT/CURRICULUM
FOR NON-FHE STUDENTS

This service allows non-Free Higher Education (Non-FHE) students of Trinidad Municipal
College to formally withdraw from a subject or from the prescribed curriculum, subject to
compliance with institutional policies and procedures. Students are required to follow the
prescribed process, including securing approval from the appropriate school officials and
offices.

Withdrawal requests are evaluated based on established academic guidelines, including
attendance requirements, wherein the student’s unexcused absences must not exceed
twenty percent (20%) of the total number of scheduled class sessions.

OFFICE/DIVISION OFFICE OF THE SCHOOL REGISTRAR, TRINIDAD
MUNICIPAL COLLEGE
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL All TMC continuing students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Letter of Withdrawal Requesting Party/Student

e with written permission from the

parent/s,
e signed by the department head
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Registrar's Office to process 5 minutes

Office to the request for

process the withdrawal from

request for the semester by

withdrawal presenting the

from the letter request

semester by made by the

presenting the requesting party il

letter request signed by the DR.

made by the student and noted ANTONNETTET.
requesting by the dean. NUGAL
party signed Dean

by the student College of
and noted by Education,
the dean. Trinidad Municipal

College

| ‘ |
CLARK KEVION
V. VILLAMOR
Dean
College of
Computer Studies,
Trinidad Municipal
College
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AE
DR. JUDITH V.
AUSTRIA
Dean
College of Office
Administration,
Trinidad Municipal

College

ELMIRA O.
NEGRO
Program

Chairperson

College of Criminal

Justice Education,

Trinidad Municipal

College

b ' iy I“J !
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MARINA C.
POLEASTICO
College
Department Head
College of Arts and
Sciences,
Trinidad Municipal
College

2. Withdrawal 2. The Registrar will | None 5 minutes

may be done check if the

even after the Dean/Dept Head

close of has approved the

enroliment request of the

period upon student.

the

recommendati i< : i

on of the IRIS MAE C.

department LLOREN

head. School Registrar

Office of the

School Registrar,
Trinidad Municipal

College
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3. Proceedtothe |3. The College None 5 minutes
Office of the President will
President for scrutinize the
his/her student’s intention
approval. of withdrawal.
DR. JULIET.
MAESTRADO
College President
Trinidad Municipal
College
4. Paythe school 4. The Cashierwill | Upon actual 10 minutes
balances at the assess the fees | assessment
Cashier. depending on the

date of withdrawal:;

a. Within First

Week of
Class periods
— 10% of the HONEYFEC.
total BAUTISTA
obligations Administrative
due Aide VI

b. Before Prelim Office of the
Examination Cashier, Trinidad
—25% of the Municipal College
total amount
due for the OR
term.

c. After Prelim
Exam but
before

i thihe
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Midterm
Examination
- 50% of the
total amount
due for the
term.

d. After Midterm ; 2

Exam up to MARICEL C.
the end of the REVILLA
term — 100% Administrative
of the total Aide lll
amount due Office of the
for the term. Municipal
Treasurer

A refund of the

total amount paid OR

shall be made if a

student withdraws

during the
enrolment period
before the opening
of the classes
EXCEPT the
Registration and
entrance fees..

JOSEPH N.
BALONGA
Administrative
Aide |
Office of the
Municipal
Treasurer
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MARIALY P.
BALUCA
Revenue
Collection Clerk
Office of the
Municipal
Treasurer
5. Proceedto 5. The Registrar will | None 10 minutes
the Office of update the system
the Registrar for the withdrawal
submit the after receiving the
receipt official receipt.
inputting,
approval and
record
purposes. IRIS MAE C.
LLOREN
School Registrar
Office of the
School Registrar,
Trinidad Municipal

Colleie
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WITHDRAWAL FROM SUBJECT/CURRICULUM
FOR FHE STUDENTS

This service allows beneficiaries of the Free Higher Education (FHE) program at Trinidad
Municipal College to formally withdraw from a subject or from the prescribed curriculum,
subject to compliance with institutional and government guidelines governing the FHE
program. Students are required to follow the prescribed procedures, including securing
approval from the appropriate school officials and offices.

All withdrawal requests are evaluated based on established academic policies, including
attendance requirements, wherein the student’s unexcused absences must not exceed
twenty percent (20%) of the total number of scheduled class sessions. Additionally, students
must ensure that their withdrawal will not adversely affect their scholarship status or
eligibility under FHE guidelines.

OFFICE/DIVISION OFFICE OF THE SCHOOL REGISTRAR, TRINIDAD
MUNICIPAL COLLEGE
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL All TMC continuing FHE Scholar students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Letter of Withdrawal Requesting Party/Student

e with written permission from
the parent/s,
e signed by the department
head
2. Leave of Absence (LOA) SAO
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Proceed to . Department Head 5 minutes

the Registrar's will ask the letter

Office to of withdrawal

process the signed by the

request for student’s parent/s

withdrawal or guardian/s.

from the

semester by ol
presenting the DR.

letter request ANTONNETTET.
made by the NUGAL
requesting Dean

party signed College of

by the student Education,
and noted by Trinidad Municipal
the DEAN. College

| ‘ |l
CLARK KEVION
V. VILLAMOR
Dean
College of
Computer Studies,
Trinidad Municipal
College

0 ‘ -¢.. ".;‘: !
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AE
DR. JUDITH V.
AUSTRIA
Dean
College of Office
Administration,
Trinidad Municipal

College

ELMIRA O.
NEGRO
Program

Chairperson

College of Criminal

Justice Education,

Trinidad Municipal

College

b ' iy I“J !
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MARINA C.
POLEASTICO
College
Department Head
College of Arts and
Sciences,
Trinidad Municipal
College

2. Withdrawal 2. The Registrar will |None 5 minutes

may be done check if the

even after the Dean/Dept Head

close of has approved the

enroliment request of the

period upon student.

the

recommendati i< : i

on of the IRIS MAE C.

department LLOREN

head. School Registrar

Office of the

School Registrar,
Trinidad Municipal

College
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3. Proceedtothe |3. The College None 5 minutes
Office of the President will
President for scrutinize the
his/her student’s intention
approval. of withdrawal.
DR. JULIET.
MAESTRADO
College President
Trinidad Municipal
College
4. Paythe school 4. The Cashierwill | Upon actual 10 minutes
balances at the assess the fees | assessment
Cashier. depending on the

date of withdrawal:;

a. Within First

Week of
Class periods
— 10% of the HONEYFEC.
total BAUTISTA
obligations Administrative
due Aide VI
Office of the

b. Beforg Prglim Cashier, Trinidad
Examination Municipal College
— 25% of the
total amount OR
due for the
term.

c. After Prelim
Exam but

| QQ l R, ' |
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before

Midterm

Examination

- 50% of the

total amount

due for the

term.

.

d. After Midterm MARICEL C.

Exam up to REVILLA

the end of the Administrative

term — 100% Aide lll

of the total Office of the

amount due Municipal

for the term. Treasurer

A refund of the OR

total amount paid
shall be made if a
student withdraws
during the
enrolment period
before the opening
of the classes
EXCEPT the
Registration and
entrance fees..

JOSEPH N.
BALONGA
Administrative
Aide |
Office of the
Municipal
Treasurer
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MARIALY P.
BALUCA
Revenue
Collection Clerk
Office of the
Municipal
Treasurer
5. Proceedto |5. The Registrar will |None 10 minutes
the Office of update the system
the Registrar for the withdrawal
submit the after receiving the
receipt official receipt.
inputting,
approval and
record
purposes. IRIS MAE C.
LLOREN
School Registrar
Office of the
School Registrar,
Trinidad Municipal

Colleie
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ADDING, DROPPING AND CHANGING (ADC) OF SUBJECTS

This service allows students of Trinidad Municipal College to add, drop, or change subjects
during the designated enrollment period, as facilitated by the School Registrar. It provides
flexibility for students to adjust their academic load in accordance with their program
requirements, schedule availability, and academic capacity.

All requests for adding, dropping, or changing subjects are subject to institutional policies
and require proper documentation and approval from the appropriate school officials.

OFFICE/DIVISION OFFICE OF THE SCHOOL REGISTRAR, TRINIDAD
MUNICIPAL COLLEGE

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C - Government to Citizen

WHO MAY AVAIL All TMC continuing students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Payment Order Office of the Registrar

2. Request Form Office of the Registrar

3. ADCForm Office of the Registrar

4, Official receipt for ADC TMC Cashier
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Secure the . The Student 5 minutes
Order of Record Evaluator
Payment from issues a payment
the Registrar's order to the v
Office - requesting w
Window 7 by graduate. y
filling up the B
Request ‘R
Form. MANILYN Y.
TABADA
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal
College
2. Proceedtothe | 2. The revenue PhP150.00 10 minutes
cashier for the collector evaluate | (up to 3 subjects)
payment of the payment order,
fees. receives the
payment of the
document
requested and
issue official
receipt. HONEYFE C.
BAUTISTA
Administrative
Aide VI
Office of the
Cashier, Trinidad
Municipal College
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Province of Bohol

MUNICIPALITY OF TRINIDAD

REVILLA
Administrative
Aide lll
Office of the
Municipal
Treasurer

OR

JOSEPH N.
BALONGA
Administrative
Aide |
Office of the
Municipal
Treasurer

0 ‘ -¢.. ".;‘: !
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Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

MARIALY P.
BALUCA
Revenue
Collection Clerk
Office of the
Municipal
Treasurer
3. Proceed to 3. The College None 5 minutes
the College President will
President for evaluate and
request approve the
approval. request.

DR.JULIET.
MAESTRADO
College President
Trinidad Municipal

College
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4. Presentthe 4, The Student None 5 minutes

payment Evaluator

receipt and designated for the

obtain the concerned

ADC form program will print

from the the ADC form and

Registrar’s hand it over to the

Office requesting party

(designated upon receiving the

window for the receipt. CATURZA

program Student Record

concerned).. Evaluator

Office of the
School Registrar,
Trinidad Municipal
College

HERMELITA A.
STA. INES
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal

College
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MUNICIPALITY OF TRINIDAD

JONNAMME T.
HASPI
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal

College

ROWENA L.
PAYPA
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal

College




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

MIRASOLV.

MACUA
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal
College
5. Proceed to 5. The Deans/ Dept |None 10 minutes
the College Heads will assess
Department and evaluate the
for approval at subjects to be
the same time added, changed or
tabulation of dropped.
subjects to be
added/droppe il
d/changed.. DR.
ANTONNETTET.
NUGAL
Dean
College of
Education,
Trinidad Municipal
College

OR




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

| * |
CLARK KEVION
V. VILLAMOR
Dean
College of
Computer Studies,
Trinidad Municipal
College

OR

7 N \NICIR
N
Y/ 5
o USRS
g I
F‘ ‘
=

DR. JUDITH V.
AUSTRIA
Dean
College of Office
Administration,
Trinidad Municipal

College
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MUNICIPALITY OF TRINIDAD

NEGRO
Program

Chairperson
College of Criminal
Justice Education,
Trinidad Municipal

College

OR

/

MARINAC.
POLEASTICO
College

Department Head
College of Arts and
Sciences,
Trinidad Municipal

Colleie

2026 Citizen’s Charter, 1st Edition
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ENROLMENT (FHE)

program.

This service covers the enrollment of students under the Free Higher Education (FHE)
program at Trinidad Municipal College. The institution adopts an open admission policy
for applicants who submit complete and authentic enrollment credentials, subject to
compliance with prescribed admission requirements and eligibility criteria under the FHE

The enrollment process includes verification of submitted documents, assessment of
qualifications, and registration of subjects in accordance with the approved curriculum.

OFFICE/DIVISION

CLASSIFICATION

OFFICE OF THE SCHOOL REGISTRAR, TRINIDAD

MUNICIPAL COLLEGE

Simple

TYPE OF TRANSACTION

G2C - Government to Citizen

WHO MAY AVAIL

All TMC continuing students

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Gradeslip College Department
2. Medical Certificate (1°* semester Physician
only)

3. Enrolment Form

Office of the Registrar

4. Examination Booklets

Officials and Employees Cooperative
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1. Submission of |1.  The Student 15 minutes
Admission Evaluators will
Requirements check if the
requirements are

complete, after

which, the
enrolment form is i<
released. £<1 e
IRIS MAE C.
LLOREN
School Registrar
Office of the
School Registrar,
Trinidad Municipal
College
2. Submission of 2. The School Nurse | None 5 minutes
Medical of the School
Certificate. Clinic will receive
the medical
certificate.

D o
JOENELYN J.
DOCUMENTO
School Nurse
School Clinic,
Trinidad Municipal

College
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3. SAO Update. |3. The College None 20 minutes
President will
evaluate and
approve the

request.
DR. JULIET.
MAESTRADO
College President
Trinidad Municipal
College
4. Tabulation of 4. The concerned None 20 minutes
Subjects. college
department will
tabulate the
subjects offered
for that semester.

DR.
ANTONNETTE T.
NUGAL
Dean
College of
Education,
Trinidad Municipal
College

OR




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

| * |
CLARK KEVION
V. VILLAMOR
Dean
College of
Computer Studies,
Trinidad Municipal
College

DR. JUDITH V.
AUSTRIA
Dean
College of Office
Administration,
Trinidad Municipal

College

OR
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Province of Bohol

MUNICIPALITY OF TRINIDAD

ELMIRA O.
NEGRO
Program

Chairperson

College of Criminal

Justice Education,

Trinidad Municipal

College

MARINA C.
POLEASTICO
College
Department Head
College of Arts and
Sciences,
Trinidad Municipal

College
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Examination The Coop staffs | Depends on the 5 minutes
Booklets. will facilitate the | number of subjects

releasing of the taken for the

examination semester @ PhP

booklets. 7.00 per booklet
Enrolment The Registrar will | None 15 minutes
Approval and approve the
Releasing of enrolment.
Student Load.

LGU-TRIOEMPC

Staff

IRIS MAE C.
LLOREN
School Registrar
Office of the
School Registrar,
Trinidad Municipal

College
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FILING FOR NO GRADE (NG)

This service allows students of Trinidad Municipal College to address a “No Grade” (NG) or
Incomplete (INC) status in a subject. Students are required to secure a completion form from
the Registrar’s Office, accomplish the necessary requirements, and complete any pending
academic obligations such as examinations, projects, or other course requirements.

The accomplished form must be duly signed by the concerned instructor and submitted
within the prescribed period to facilitate the updating of the student’s grade.

OFFICE/DIVISION OFFICE OF THE SCHOOL REGISTRAR, TRINIDAD
MUNICIPAL COLLEGE
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL All TMC continuing students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Payment Order Office of the Registrar

2. Request Form Office of the Registrar

3. NGForm Office of the Registrar
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Secure the . The Student 5 minutes
Order of Record Evaluator
Payment from issues a payment
the Registrar's order to the v
Office - requesting w
Window 7 by graduate. y
filling up the B
Request ‘R
Form. MANILYN Y.
TABADA
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal
College
2. Proceedtothe | 2. The revenue PhP100.00 per 10 minutes
cashier for the collector evaluate |subject
payment of the payment order,
fees. receives the
payment of the
document
requested and
issue official
receipt. HONEYFE C.
BAUTISTA
Administrative
Aide VI
Office of the
Cashier, Trinidad
Municipal College
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MUNICIPALITY OF TRINIDAD

REVILLA
Administrative
Aide lll
Office of the
Municipal
Treasurer

OR

JOSEPH N.
BALONGA
Administrative
Aide |
Office of the
Municipal
Treasurer

0 ‘ -¢.. ".;‘: !
S g Y
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MARIALY P.
BALUCA
Revenue
Collection Clerk
Office of the
Municipal
Treasurer
3. Presentthe 3. The Student None 5 minutes |
payment Evaluator
receipt and designated for the
obtain the ADC concerned
form from the program will print
Registrar’s the NG form and
Office hand it over to the
(designated requesting party
window for the upon receiving the
program receipt. CATURZA
concerned. Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal

College
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HERMELITA A.
STA. INES
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal

College

HASPI
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal
College
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ROWENA L.
PAYPA
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal

College

MIRASOL V.
MACUA
Student Record
Evaluator
Office of the
School Registrar,
Trinidad Municipal
College
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4. Giving of the Instructor None 5 minutes
Grade for NG. concerned will fill - l: ':’
in the supposed -
grade after the
student has ‘ ‘.
complied with the
academic Faculty Member/s
requirements of Concerned
the subject. Trinidad Municipal
College
5. Proceedto The Deans/ Dept | None 10 minutes

the College
Department
for inputting of
grades (in
case during
the end of
contract)and
approval.

Heads will input
the grades based
on the grading
sheets and
systems-based
grades submitted
and inputted by
the instructor
concerned.

DR.
ANTONNETTET.
NUGAL
Dean
College of
Education,
Trinidad Municipal
College

OR




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

| * |
CLARK KEVION
V. VILLAMOR
Dean
College of
Computer Studies,
Trinidad Municipal
College

DR. JUDITH V.
AUSTRIA
Dean
College of Office
Administration,
Trinidad Municipal

College

OR
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ELMIRA O.
NEGRO
Program

Chairperson

College of Criminal

Justice Education,

Trinidad Municipal

College

MARINA C.
POLEASTICO
College
Department Head
College of Arts and
Sciences,
Trinidad Municipal

College
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6. Proceedto 6. The Registrar will | None 5 minutes
the Office of sign the NG form
the Registrar approving the
for approval request.

and input the
grade into the
system.

IRIS MAE C.
LLOREN
School Registrar
Office of the
School Registrar,
Trinidad Municipal

Colleie
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