


 

 

NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

INTERNAL SERVICES 
1. RESEARCH CONSULTATION 

SERVICES 
None 1 day, 35 minutes 

2. DATA GATHERING APPROVAL AND 
ASSISTANCE SERVICE 

None 30 minutes 



 

 

 



 

 

RESEARCH CONSULTATION SERVICES 
The Research Consultation services help students and faculty in developing and refining 
their research proposals. We provide expert guidance on choosing appropriate research 
methods, structuring designs, and ensuring ethical standards. This service helps ensure that 
research projects are methodologically sound and aligned with academic requirements, 
supporting both new and ongoing research endeavors. 
 
Key Services: 
 

1. Proposal development and refinement. 
2. Research methodology selection. 
3. Structuring designs and aligning with research questions. 
4. Ethical considerations and data analysis guidance. 

 

OFFICE/DIVISION RESEARCH AND DEVELOPMENT OFFICE, 
TRINIDAD MUNICIPAL COLLEGE 

CLASSIFICATION Simple 
TYPE OF TRANSACTION G2C – Government to Citizen 

G2G – Government to Government 
WHO MAY AVAIL All faculty and students conducting research 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Printed Research Proposal, 1 
original copy 

Faculty/Student 

2. Endorsement from the Dean, 1 
original copy 

Office of the College Dean/Department Head 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Secure 
Endorsement 
letter from the 
College Dean. 

1. Receive the 
research design 
request. 

None   15 minutes 

 
DR. 

ANTONNETTE T. 
NUGAL 
Dean 

College of 
Education, 

Trinidad Municipal 
College 

 
OR 

 
CLARK KEVION 

V. VILLAMOR 
Dean 

College of 
Computer Studies, 
Trinidad Municipal 

College 



 

 

 
OR 

 
DR. JUDITH V. 

AUSTRIA 
Dean 

College of Office 
Administration, 

Trinidad Municipal 
College 

 
OR 

 
ELMIRA O. 

NEGRO 
Program 

Chairperson 
College of Criminal 
Justice Education, 
Trinidad Municipal 

College 



 

 

OR 

 
MARINA C. 

POLEASTICO 
College 

Department Head 
College of Arts and 

Sciences, 
Trinidad Municipal 

College 
2. Submit 

endorsement 
letter and 
printed 
research 
proposal. 

2. Receive the 
endorsement letter 
and research 
proposal.. 

None   5 minutes 

 
DR. ARIEL C. 

ROSALES 
Research 

Coordinator 
Trinidad Municipal 

College 
 



 

 

3. Attend the 
consultation 
session. 

3. Provide expert   
feedback on 
research 
methodology. 

None 5 minutes 

 
DR. ARIEL C. 

ROSALES 
Research 

Coordinator 
Trinidad Municipal 

College 

4. Revise 
research 
design based 
on feedback. 

4. Offer further 
guidance if 
necessary. 

None 1 day 

5. Submit final 
design for 
review 
(optional). 

5. Final review and 
feedback on the 
revised design. 

None 10 minbutes 

TOTAL None 1 day, 35 
minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

DATA GATHERING APPROVAL AND ASSISTANCE SERVICE 
This service is for external researchers who wish to conduct data gathering within the 
institution. The Research and Development (R&D) Office manages the approval process, 
which involves submitting request letters and endorsements from the external institution, 
obtaining signatures from the Research Director and College President, and assisting with 
coordination with concerned offices within the institution. 

 

OFFICE/DIVISION RESEARCH AND DEVELOPMENT OFFICE, 
TRINIDAD MUNICIPAL COLLEGE 

CLASSIFICATION Simple 
TYPE OF TRANSACTION G2C – Government to Citizen 

G2G – Government to Government 
WHO MAY AVAIL External researchers who wish to conduct data 

gathering in the institution 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Letter of Request from the external 

institution 
Institution the researcher is enrolled 

2. Valid ID Researcher 
 

 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit Letter 
of Request, 
Endorsement, 
and Data 
Gathering 
overview to 
Research and 
Development 
Office. 

1. Receive and 
review of 
documents. Sign 
letter request (if 
applicable). 

None   10 minutes 

 
DR. ARIEL C. 

ROSALES 
Research 

Coordinator 
Trinidad Municipal 

College 
2. Secure 

signature of 
the request 
letter to the 
Office of the 
College 
President. 

2. Sign the request 
letter. 

None   10 minutes 

 
DR. JULIE T. 
MAESTRADO 

College President 
Trinidad Municipal 

College 



 

 

3. Submit a copy 
of the signed 
request letter 
to the Office 
of the 
Research and 
Development. 

3. Assist external 
researcher in 
coordinating with 
concerned 
office(s) covered 
by the research. 

None 10 minutes 

 
DR. ARIEL C. 

ROSALES 
Research 

Coordinator 
Trinidad Municipal 

College 
TOTAL None 30 minutes  
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