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VISAYAS

STATE UNIVERSITY

CONTRACT OF SERVICE FOR INDIVIDUAL JOB ORDER WORKER

KNOW ALL MEN BY THESE PRESENTS:
This Agreement entered into by and between:

N The VISAYAS STATE UNIVERSITY, an institution of higher learning established yndge

o Eresidential Decree No. 470 as amended by Presidential Decree No. 700 and converiad

l into a state university by virtue of Republic Act No. 9158 and renamed as Visayas State
University by virtue of Republic Act No. 9347, with principal office at Baybay City, Leyte,
duly represented by its President DR. EDGARDO E. TULIN, hereinafter referred to as
the FIRST PARTY;

-and-

JUANITO M. RIVERA, JR., of legal age, Single, Filipino and with residence and postal

gc:\d;:_sYs at Brgy. Higulo-an Baybay City, Leyte hereinafter referred to as the SECOND
3

WITNESSETH:

WHEREAS, the FIRST PARTY is in need of persons who can provide administrative
support services which cannot be performed by the existing regular manpower/employees of the
specific units/departments/centers within the university;

WHEREAS, the SECOND PARTY, possesses the required qualification and expertise
. needed by the hiring department/center/unit/office and is willing to provide the services needed;

NOW, THEREFORE, premises considered, the parties hereto hereby agree as they
\ have agreed under the terms and conditions, as follows:

b \ ‘, The FIRST PARTY hereby contracts the services of the SECOND PARTY as

| \ \ Uti;ig" IMessenger/Alternate dDRC to perform the functions and deliver the following outputs
- \ as follows:

\) 1. Riso exams, syllabi, handouts, course outlines and other materials.
2. Deliver documents to concerned faculty/staff.
3. Maintains cleanliness and orderliness of the office and reception area and performs
messengerial jobs
4. Deliver and follow-up documents
5. Do other task as assigned by the dept. head and faculty Performs the functions of the
alternate Document and Records Controller (alternate dDRC) a) issuing, maintaining,

retrieving and controlling controlled documents; b) assigning document numbers and other
coding controls for document in coordination with the DRC; c) coordinate with and inform
relevant personnel on any changes’ and d) ensuring the implementation of the control of
records.

6. Ensures that there is good coordination between the University Document and Records
Controller, Core Deputy Document and Records Controller and the Deputy Document and
Records Controllers (dDRC) in all concerns related to document and records control.

7. Assists the dDRC in the performance of his/her duties.

THAT when the work demand for travel, the SECOND Party sha}l be en@itlgd to payment
of travel expenses (per diem and fare) when travelling on official busmess'wnhm the com_m_try
subject to existing government accounting rules and regulations and to pertinent VSU policies

and rules governing official travel.
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and innovative technologies for sustainable communities and environment.



