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1.0 OBJECTIVES

.1 To establish a systematic procedure for the application for accommodation of students

seeking for a place to live in the campus.

2.0 SCOPE

2.1 This procedure covers all bona fide students currently enrolled at the Tarlac Agricultural
University (TAU).

3.0 RESPONSIBILITY
DM - Dorm Manager
DS — Dormitory staff
OSSDD - Office of the Student Services and Development Director
AOS - Accounting Office staff

CO - Cashier/Collecting Officer —————— ™
| ﬁ’r- o -‘,"Ji'- ferlac Agrieoliural Univers ity
4.0 DEFINITION OF TERMS FS f &ég 't};;.-.l.ll “(.'. [FD LOP !

Bona fide — qualified applicant or student currently enrolled at Tarlac Agricultural University (FAU)
Brief Orientation — short information on dormitory rules and regulations ‘,_
Order of payment - a document ordering the payment of money

Reservation fee - refers to the fee charged for room reservation
5.0 RELATED PROCEDURE
6.0 DOCUMETATION AND RECORDS

Application for Accommodation Form

Logbook
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7.0 PROCEDURAL DETAILS
Person-in-Charge - ?107&{51 | Procedure
T T 1. The dormitory staff will
DS / Showing of the N show the dormitory
|I Dormitory facilities \ iﬁf::;t:e;ngmi?;f:;" at?‘.i ¢
\ and conduct of brief ' T
: ) y orientation on dormitory
N orientation 5 rules & regulations to the
~ __a applicants.
e . . 2. The dormitory staff
DS Provision of application for : -
accummudgf:un form proviGeshie Apphicatin
R R for Accommodation form
to student to fill out and
instructs the students to
reproduce three (3) copies
of the form (each will later
be given to Accounting
Office, OSSD, and
Dormitory Manager).
v
D i *
M Review the document and . The Dormitory Manager

rrdmg’"l/ reviews the document.
._.f‘)r«SW ral University signs the Application for
| <8 E COPY Accommodation form, and
JLLL recommends the approval

sgemettt SYSHeD of the application to the
——=====  OSSD Director.

4. The Director of OSSD
approve the application for

<= i ! accommodation of the
Q50D ' . For approval P . client/student. The OSSD
Y] s staff then returns the
e — application form to the

applicant and instructs
him  her to bring the form (o
Accounting office and
request for order of payment
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- [ and tagging of dorm fee into
his “her account.
5. Once the student submitted
AOS | the approved application
) v | form, the Accounting
| Sibmissicnafi = . Office staff issues an Order
application for | reservation fee.

accommodation

6. Upon receipt of the order of
CcO payment, the Cashier/
Collecting officer collects
the payment from the
student and issues an
Processing of Payment and official receipt.
Official Receipt

~J

. The Dormitory staff

receives a copy of approved |
DS application form together
with the other requirements

a. Ix1 & 2x2 pictures
Receipt of applicants b. Certificate of
approved form and payment Registration (COR), if
receipt officially enrolled
’ ¢. Official Receipt for the

reservation fee

—" \
Lo i
" tontipis iy
{\\T‘- Ol \.Y. pL e \ 8. The Dormitory staff
Quatity Hasese®! - records the Official Receipt

. number, date, amount paid,
the Application Form
; ' . ' Number of the Approved
Recording of Applicants ‘ Application for
details and payment : Accommodation Form,
| and the name of the
applicant in the Logbook of

DS
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Approved _Krip]i'catinn for
Accommodation.

9. The Dormitory Staff
provides the applicant
his/her room assignment.

DS

i.
i

/ Pm\ 1sion of Room \

\

\. Assignment /

'\'“‘““‘\x_____,//
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