Visca, Baybay City, Leyle

TRAVEL REQUEST/ ORDER
([ For Faculty)
February 28, 2022
Dale

VISAYAS STATE UNIVERSITY

MARLITO M. BANDE f”"’,’p—-_"""‘ 1

VISAYAS STATE UNIVERSITY
Visca. Baybay Ciy. Leyte

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

Medical Clearance from the VSU Infirmary that the
employee have no symptoms of Covid 19

Hama : Invitation from the arganizer of the activity/conferenca/
Dusignation : Associate Prolessor IV ‘-\‘:I meating (il applicable)
Dhesstinaicx . Maasin, Southam Leyla (’ e DCHr“hf:‘.‘ﬂtmn from the organizer that social distancing
Dateof Trawed . March 01, 2022 and other healthhygiene prolocols against Covid 19
Puirpose ' will be ohserved for the duration of the activity
(if applicable)
Teichnical Working Bro0s méating o Dﬂumnhne passes ssued by the destination LGLU
rasponse
and il possible, together with passas from LGUs
enroute o the destination
Total Expenses: DSlrung justificalion from lhe requesting party duly
Source of Funds endorsed by the immediate supervisor on the
Tramsportation: [ ] Unlvarsity Venhicle necassity and urgency of (he trip and commitmeant
[ ]Public Conveyanca of the requesting party to religiously comply with
[ ] Privale Vehicle healthhygiene prolocols during the tip
DWaiver from the employee concerned thal hefshe is
MNotedVerified: . willing t0 undergo self guarantine for 14 days,
ELIZA D). ESPINDSA while he/she will be on work from home scheme
Office Hewuimwdim Buperyiso proved list of outputs between supervisor and
employes to be delivered'accomplished during histher
RECOMMEMDING APPROVAL: 14 days work from home scheme
N Clearance issued by the Nurse on duty 30 minutes
ELIZAD. Eﬁ)ﬂﬂﬁﬁ prior to travel should be submitted to the guard on
ans{l;nnrl(Haﬂd duty before allowing vehicle lo go oul of campus
|
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In-charge af funds ( T-atigr than the Certifiad Comect: 4
Dept/Offica Head) ’?(')
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Approved:
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Frasidant Mame of Office Head/Supervisar




