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ffis ADVI\NCED RESEARCH
AND INNOVATION CENTER
Visca, Baybay City, Leyte PHILIPPINES
Phone/Telefax: 565-0600-1 1 19
Email: aricenter@vsu.edu.ph
Website: www-vsu-edu.ph

CHEGKLIST OF REQUIREI'IENTS FOR ISSUANCE OF APPOINTMENT

Fill up the required listed farms & gather vour documents in
tnecxeoZitems.

the & to our offtce on or before
Please submit the

Type of Appointment:
r: New Appointment r Renewal r: Promotion r:Others

Name of Appointee: @.E"!Qltr lABllAnO
Office/UniUDepartment: ADVANCED RESEARCH AND INNOVATION CENTER

I. Govemmer* forms for completion:

I I lFersonal Data Shet -PDS CSC Form 212 {Revised ZBIVwl2lD pictre $ates0
Note: lf this PDS fonn is generated in ecopy, it must be in the long size borud paper,

in 4 pages with 2 sheets (attach work experiene shmt) in 2 copies
2I Posilion Description Forn (PD* in 2 copies

.1", Noile: Must be signd bry the head of office
elbath sf Office in 2 copies

- 
Note: Signed by the Head of Agency

4-lCe*incate of Nepotism in 2 copies
Onty applicable to administrative pwitiut

S!-Certitcite'of Assumption to Duty in 
"Z 

mples
: Nde: Must oe sidned by the imrnediaie srpervisor s head cf offie

d_lStaternent of Assets & Uabilitis {SAL}{} in 2 cosies
Note: Must be notarized and latest SALN

1l Additional documents for submission:

REHARKS DATE RECEIVED

1I
2t
3T

fr

Approved recommendation
NBI Clearance
Medical Certificate (blood test urinalysis, cfiest x-ray, drug tet)
Clearance ff or transfere)

Rating (PCR)
for promotion (2 rating periods)
for transferee (latest rating period)

transfer (for transferee)
Certifisdion of leave credit balance (for transferee)
SerYice Recard (fortrans{eree}
NEURO E)(AM (for Sec. Guards & new hired only)
TOR and D|PLOMAwtth original orauthenlicded copyfrom $fiool in 2 eopies
CSC Eliglbility- (2 copies of original or authenticated copy ftom CSC)
License authenticated from PRC (for Security Guards, Drivets, & etc.) in 2 qies
Manbge Certi$cate {if applimble)
Birh Certifcate (PSA)
Phil. Health No.
TIN No.
PAC=|B|G lD No.

Letter (Vacant position)

11

1

1

1

1

1

7

Verifed by:

:*.t,,,bd ,rlr ll,l
ODHRM Staff

I,b f,rofl^
Vision:
Mission:

A globally competitive university for science, technology, and environmental conservation"
Development of a highly competitive human resource, cufiing-edge scientific knowledge
and innovative technologies for sustainable communities and environment.
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