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Name

Designaiion

Destination

Date of Travel

Purpose

Total Expenses:

Source of Funds

Transportationi

VISAYAS STATE UNIVERSITY
Visca, Baybay Ciry, Leyte

TRAVEL REQUEST I ORDER
( For FacultY)

'14-Mar-23

Date

Ma. Theresa P. Loreto
Dean, CAS/Assoc. Prof. V Signature

Iv'ianiia & Batangas Citv

March 21-24.2023

To attend the DA Biotechnologv Program's Annual

Project Assessment and present the progress

status of the VS-U DA Biotech,Scholarship Program

VSU DA Biotech ScholarshiP
Program & CAS travelfund
[ ] University Vehicle

Ii]PrivateConveyance

BEATRIZ S. BELONIAS
lmmediate Supervisor

VISAYAS STATE UNIVERSITY
Visca, Eaybay Ciiy, Lelte

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

(if applicable)

Quarantine passes issued by the destination LGU

and if possible, together with passes from LGUs

enroute to the destination

flfrll"oi"d Clearance from the VSU lnfirmary that the

-employee 

have no symptoms of Covid 19

l-llnvitation from the organizer of the activitylconferencd

_ meeting (if applicable)

l-lCertification from the organizer that social distancing
and other health/hygiene protocols against Covid 19

will be observed for the duration of the activity

tf
f]Strong justification from the requesting party duly

endorsed by the immediate supervisor on the
necessity and urgency of the trip and commitment
of the requesting party to religiously comply with

_health/hygiene protocois during the trip

l-lwaiver from the employee concerned that he/she is

willing to undergo self quarantine for 14 days,

while he/she will be on work from home schemeEApproved list of outputs between supervisor and
employee to be deliveredlaccomplished during hislher

14 days work frorn home scheme

Clearance issued by the Nurse on duty 30 minutes
prior to travel should be submitted to the guard on

duty before allowing vehicle to go out of campus
BEATRIZ S. BELONIAS

Vice Pres. for Academic Affairs

of funds ( lfotherthan the
DeptiOffice Head)

NotedA/erified:

RECOi'IMENDi iiG APPROVAL,

MARIAJULIET C. CENIZA
VP for Research, Extension &

lnnovation

APPROVED;

Certified Correct:

,rH^dsr
MA. THERESA!P. LORETO

EDGARDO E..TULIN
President

BEATRIZ S. BELONIAS
Vice Pres. for Academic Affairs

Name of Travelling Employee

Noted/verified except Ciearance from Nurse :

-M
lmmediate Supervisor


