
:

Name

Designation

Destination

Date of Travel

Purpose

Total Expenses:

Source of Funds

Transportation:

APPROVED:

VISAYAS STATE UNIVERSITY
Visca, Baybay City, Leyte

TRAVEL REQUEST / ORDER

14-Feb;22

Date

To transact official business at
GSIS, Maasin City

Official Time
1x i universtiyVEFIG

,6ffiX usAYAS srATE uNrvERsrry
i(: I UE! Btb ) visca, Baybay cty, Leyte'\a)W.r/Y1,fis.r'W

CHECKLIST OF DOCUMENTS TO SUPPORT REQUEST
TO GO ON TRAVEL (ptease check):

!]edicat Clearance from the VSU tnfirmary that thetrr r rpruyEy r rdvE r rv Dyr r rprur r rs ,, .,rri.r"io, ., '"l-t
I llnvitation from the organizer of the activity/conference/
_meeting (if applicabte)

Certification from the organizer that social distancing
and other health/hygiene protocots against Covid 19

[ ] Public Conveyance

NotedA/erified:

MARIA JULTET C. CENIZA
Office Head/lmmediate Supervisor

RECOMMENDING APPROVAL:

ln-charge or runosll}?ier than the

will be observed for the duration of the activity
_ (if applicabte)

l_-lQuarantine passes issued by the destination LGU
and if possible, together with passes from LGUs

_enroute to the destination

l_f Strong justification from the requesting party duty
endorsed by the immediate supervisoion tne
necessity and urgency of the trip and commitment
of the requesting party to religiously compfy witn

,-rhealth/hygiene protocots ouriig the tri;
l-,lW-aiver from the emptoyee concerned that he/she is

willing to undergo self quarantine for .14 days,
,-rwhile he/she will be on work from home scheme
l_lApproved list of outputs between supervisor and

employee to be delivered/accomplished during his/her
_14 days work from home scheme
I lClearance issued by the Nurse on duty 30 minutes

prior to travel should be submitted to the guarO onduty before ailowing vehicle to go out oicampus

Certified Correct:rt\+
JERRY.B. POSAS

Name of Tra$elling Employee

DepUOffice Head)

. ._ - tu4RtA JULIET C. CENiZA
vP for Research, Extension & lnnovation

EDGARDO E. TULN
President

JERRY B. POSAS


