


 

 

NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

INTERNAL SERVICES 
1. PROCESSING OF SCHOLARSHIP 

APPLICATION, RENEWAL, AND 
ASSISTANCE (TES, TDP, FHE, AND 
OTHER HEI SCHOLARSHIPS) 

None 2 days, 35 minutes 



 

 

 



 

 

PROCESSING OF SCHOLARSHIP APPLICATION, RENEWAL, 
AND ASSISTANCE (TES, TDP, FHE, AND OTHER HEI 

SCHOLARSHIPS) 
This service covers the processing of applications, renewals, and inquiries related to 
scholarship programs available at Trinidad Municipal College, including the Tertiary 
Education Subsidy (TES), Tulong Dunong Program (TDP), Free Higher Education (FHE), and 
other institutional or external scholarship grants. It involves assisting students in the 
completion and submission of documentary requirements, as well as coordinating with 
relevant offices for evaluation and approval. 
 
The service ensures that qualified students are properly assessed and granted financial 
assistance in accordance with government policies, CHED guidelines, and institutional 
standards. By facilitating an organized and transparent scholarship process, Trinidad 
Municipal College supports students in pursuing their education, reduces financial barriers, 
and promotes equitable access to higher learning opportunities. 

 

OFFICE/DIVISION SCHOLARSHIP OFFICE, TRINIDAD MUNICIPAL 
COLLEGE 

CLASSIFICATION Simple 
TYPE OF TRANSACTION G2C – Government to Citizen 

G2G – Government to Government 
WHO MAY AVAIL  All scholarship grantees 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Photocopy of School ID Student 
2. Certificate of Registration (COR) / 

Proof of Enrollment 
Scholarship Office 

3. Other documents as required by 
CHED or institution 

Concerned offices 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
complete 
requirements 
to the 
Scholarship 
Office. 

1. Scholarship 
Coordinator 
checks 
completeness of 
documents. 

None   10 minutes 

 
CLARK KEVIN V. 

VILLAMOR 
Scholarship 
Coordinator 

Trinidad Municipal 
College 

 

 
LHERY ANN T. 

AGOT 
Scholarship 
Coordinator 

Trinidad Municipal 
College 

2. Wait for 
evaluation of 
application. 

2. Evaluate 
documents based 
on TES, TDP, 
FHE, or other 
scholarship 
guidelines. 

None   1 day 

3. Wait for 
notification of 
results. 

3. Prepare list of 
qualified 
applicants and 
endorse to 
concerned office 
(CHED/ 
Accounting). 

None   1 day 

4. Receive 
notice of 
approval/ 
disapproval. 

4. Inform applicants 
of results via 
posting or 
message. 

None   10 minutes 

5. Claim benefits 
/ comply with 
requirements 
for renewal. 

5. Assist students in 
processing 
benefits and 
compliance. 

None   15 minutes 

TOTAL None 2 days, 35 
minutes 
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