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 COMPLETION OF GRADES
Registrar’s Office, Admin. Building, VSU Campus

Registrar: Engr. Eliezer L. Velasco. Tel. No. 563-7428
I. SCHEDULE OF AVAILABILITY OF SERVICE

Monday to Friday 8:00AM to 5:00 PM ( NO NOON BREAK ).

II. FEES


Php 25.00 to be paid at the Cashier’s Office

III. PROCEDURE AND AVAILMENT OF SERVICE
	STEP
	Applicant / Client
	Office ActivitY
	Duration
	Person-IN-CHARGE

	1
	Proceeds to Registrar’s Office and requests for completion of grades form 
	Checks records and advises the student to pay the cost to the cashier. 


	15 minutes
	Anecito Tan


	2
	Proceeds to the Cashier’s Office to pay the cost 
	Collects the amount paid and issue receipt 
	
	

	3
	Presents OR to the Office of the Registrar 
	Records OR and issues the completion form 
	10 minutes 
	Anecito Tan

	4
	Proceeds to his instructor and requests him to fill up the form 


	Checks the class record / requirements and indicates the grade in the completion form and sign.  Then forwards the accomplished form to the Dept. head for signature and facilitates submission to Registrar’s Office


	
	Department

	5
	After 2 days, follows up status of his grade  at the Registrar’s Office

	Informs student status of his grade completion
	15 minutes 
	Mr. A. Tan


For complaints, contact Dr. Beatriz S. Belonias at Telephone No. 053-563-7106
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