


 

 

NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

INTERNAL SERVICES 
1. ISSUANCE OF IDENTIFICATION 

CARD (ID) 
UNIFAST Scholars–  
None 
 
Non-UNIFAST 
Scholars–PhP 225.00 

1 day, 30 minutes 

2. ISSUANCE OF LEAVE OF ABSENCE 
(LOA) FOR UNIFAST SCHOLARS 

None 15 minutes 

3. ISSUANCE OF GATE PASS 
(IMPROPER UNIFORM) 

None 15 minutes 



 

 

 



 

 

ISSUANCE OF IDENTIFICATION CARD (ID) 
This service involves the preparation and issuance of official school identification cards to 
TES beneficiaries, scholarship grantees, and other registered students of Trinidad 
Municipal College. The ID serves as an official proof of enrollment, allowing students to 
access campus facilities, programs, and services, and to fulfill requirements for academic 
and scholarship purposes. 
 
By facilitating the issuance of IDs, Trinidad Municipal College ensures that students have 
valid identification for verification, accountability, and access to institutional benefits. This 
service supports the orderly management of student records and strengthens compliance 
with institutional and scholarship requirements. 

 

OFFICE/DIVISION STUDENT AFFAIRS AND SERVICES OFFICE, 
TRINIDAD MUNICIPAL COLLEGE 

CLASSIFICATION Simple 
TYPE OF TRANSACTION G2C – Government to Citizen 

G2G – Government to Government 
WHO MAY AVAIL  All students with no ID 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Original duly filled-out request 
form 

SAO  

 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Request ID 
application 
form. 

1. Receive and 
review document. 

None   5 minutes 

 
JOJELINE T. RUIZ 

Administrative 
Officer IV 

Student Affairs and 
Services Office, 

Trinidad Municipal 
College 

 
OR 

 
ANALITA H. 

GABECA 
Administrative Aide 

I 
Student Affairs and 

Services Office, 
Trinidad Municipal 

College 
 



 

 

OR 
 

 
ALEH HARVEY M. 

HASPI 
Administrative Aide 
Student Affairs and 

Services Office, 
Trinidad Municipal 

College 
2. Proceed to 

the payment 
of fees. 

2.1 The Coop Cashier 
accept the 
payment and 
issue official 
receipt. 

UNIFAST Scholars 
– None 
 
Non-UNIFAST 
Scholars – 
PhP 225.00 

10 minutes 

 
LGU-TRIOEMPC 

STAFF 
 

 2.2 Staff Capture 
Student 
Photograph. 

None 10 minutes 

 
LGU-TRIOEMPC 

STAFF 
  2.3 Printing of ID. None 1 day 



 

 

3. Claim the ID. 3. The SAO release 
the ID. 

None 5 minutes 

 
JOJELINE T. RUIZ 

Administrative 
Officer IV 

Student Affairs and 
Services Office, 

Trinidad Municipal 
College 

 
OR 

 

 
ANALITA H. 

GABECA 
Administrative 

Aide I 
Student Affairs and 

Services Office, 
Trinidad Municipal 

College 
 



 

 

OR 

 
ALEH HARVEY M. 

HASPI 
Administrative 

Aide 
Student Affairs and 

Services Office, 
Trinidad Municipal 

College 
TOTAL UNIFAST 

Scholars–  
None 

 
Non-UNIFAST 

Scholars– 
PhP 225.00 

1 day, 30 
minutes 

 

 

 

 

 

 

 

 

 

 

 



 

 

ISSUANCE OF LEAVE OF ABSENCE (LOA) FOR UNIFAST 
SCHOLARS 

This service involves the provision of Leave of Absence (LOA) request forms and the initial 
assessment of students applying for leave under the UNIFAST scholarship program at 
Trinidad Municipal College. Once the form is accomplished, it is processed through the 
appropriate academic offices for review and approval in accordance with institutional 
policies. 
 
By facilitating this service, Trinidad Municipal College ensures that students’ requests for 
temporary academic leave are handled efficiently, documented properly, and aligned with 
scholarship and institutional requirements. This process supports students’ academic 
continuity, maintains compliance with scholarship guidelines, and promotes transparency 
and accountability in leave management. 

 

OFFICE/DIVISION STUDENT AFFAIRS AND SERVICES OFFICE, 
TRINIDAD MUNICIPAL COLLEGE 

CLASSIFICATION Simple 
TYPE OF TRANSACTION G2C – Government to Citizen 

G2G – Government to Government 
WHO MAY AVAIL  All currently enrolled students requesting 

temporary leave of absence for valid reasons 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Original duly filled-out request 

form 
SAO  

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Request LOA 
form. 

1. Receive and 
review document.. 

None   5 minutes 

 
JOJELINE T. RUIZ 

Administrative 
Officer IV 

Student Affairs and 
Services Office, 

Trinidad Municipal 
College 

 
OR 

 
ANALITA H. 

GABECA 
Administrative 

Aide I 
Student Affairs and 

Services Office, 
Trinidad Municipal 

College 

2. Wait for 
assessment. 

2.1 Conduct interview 
to assess reason 
for leave. 

 
2.2 Prepare LOA 

document. 

None 5 minutes 

3. Receive 
completed 
LOA. 

3. Release LOA 
Document. 

None 5 minutes 



 

 

OR 
 

 
ALEH HARVEY M. 

HASPI 
Administrative 

Aide 
Student Affairs and 

Services Office, 
Trinidad Municipal 

College 
TOTAL None 15 minutes  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

ISSUANCE OF GATE PASS (IMPROPER UNIFORM) 
This service involves the issuance of a gate pass to students who are not wearing the 
prescribed school uniform at Trinidad Municipal College. The gate pass allows students to 
enter the campus for valid reasons, subject to compliance with the institution’s policies and 
guidelines. 
 
By providing this service, Trinidad Municipal College ensures that campus entry is 
regulated while accommodating students’ legitimate needs. It promotes adherence to the 
school’s dress code, maintains order on campus, and ensures that all entries are properly 
documented for accountability and monitoring purposes. 

 

OFFICE/DIVISION STUDENT AFFAIRS AND SERVICES OFFICE, 
TRINIDAD MUNICIPAL COLLEGE 

CLASSIFICATION Simple 
TYPE OF TRANSACTION G2C – Government to Citizen 

G2G – Government to Government 
WHO MAY AVAIL  All currently enrolled students not wearing the 

prescribed school uniform 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Valid reason for not wearing 

prescribed uniform 
SAO 

2. School ID  Registrar’s Office / Student  
 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 
the SAO, 
request a gate 
pass, and 
provide the 
necessary 
information. 

1. Receive request 
and assess 
validity. 

None   5 minutes 

 
JOJELINE T. RUIZ 

Administrative 
Officer IV 

Student Affairs and 
Services Office, 

Trinidad Municipal 
College 

 
OR 

 
ANALITA H. 

GABECA 
Administrative 

Aide I 
Student Affairs and 

Services Office, 
Trinidad Municipal 

College 

2. Wait for 
approval. 

2. Approve the gate 
pass. 

None 5 minutes 

3. Receive the 
gate pass. 

3. Release the gate 
pass. 

None 5 minutes 



 

 

OR 
 

 
ALEH HARVEY M. 

HASPI 
Administrative 

Aide 
Student Affairs and 

Services Office, 
Trinidad Municipal 

College 
TOTAL None 15 minutes  
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