CITIZEN’S CHARTER

VISAYAS STATE UNIVERSITY

Vision: 
THE PREMIER UNIVERSITY OF SCIENCE AND TECHNOLOGY IN THE VISAYAS

Mission: 
PROVIDE EXCELLENT INSTRUCTION, CONDUCT RELEVANT RESEARCH AND FOSTER CUMMUNITY ENGAGEMENT THAT PRODUCE HIGHLY COMPETENT GRADUATES NECESSARY FOR THE DEVELOPMENT OF THE COUNTRY.
REQUEST FOR CORRECTION OF NAME / DATE OF BIRTH AND OTHER RELATED DATA IN THE SCHOOL RECORDS

Registrar’s Office, Admin. Building, VSU Campus

                    Registrar: Engr. Eliezer L. Velasco   Tel. No. 563-7428

There are cases that school records of some students differs with their birth records. Hence, they have to request for corrections of their records.

I. REQUIREMENTS:
1. Letter addressed to the VSU President requesting for correction of name/date of birth and other data in the school records 

2. Original Birth Certificate from National Statistics Office.  In case of late registration, submit a copy of baptismal certificate.

3. Joint affidavit of two disinterested parties from the place of residence stating the fact that the petitioner and the person referred to in the birth certificate from NSO refers to one and the same person.
4. 2 copies 2x2 colored ID picture with white background.
II. FEES

Php 40.00 to be paid at the Cashier’s Office

III. SCHEDULE OF AVAILABILITY OF SERVICE
Monday to Friday 8:00AM to 5:00 PM.(NO NOON BREAK)
IV. PROCEDURE AND AVAILMENT OF SERVICES
	STEP
	APPLICANT / CLIENT
	OFFICE ACTIVITY
	DURATION
	PERSON-IN-CHARGE

	1
	Submits all requirements to the Registrar’s Office and fill-up a request form

	Checks records, and advice him to pay the cost 

	30 minutes
	Course-in-charge 

	2
	Goes to Cashier’s Office to pay


	Collects the amount paid and issues receipt.

	
	

	3
	Presents OR to the Office of the Registrar


	Records OR and prepares endorsement to the Director of
 Administration

	30 minutes
	Course-in-charge
 

	
	
	Checks documents and if in order, signs the endorsement and forwards it to the University President for approval.  If not, request submission of additional document.

	
	

	4
	Follows up status of request.


	Informs status of request and furnishes a copy of the  approved  request

	30 minutes
	Course-in-charge




 For complaints, contact Dr. Beatriz S. Belonias at Telephone Number 053-563-7106
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