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I, MICHAEL O. CABUG-0S of the Registrar's Office Division of Academic Affairs commit to deliver and agree to be rated on the attainment of the following
targets in accordance with the indicate measures for the period July 01, 2022 to December 31, 2022.
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Equivalent Weight of Ouput
Functions Core Support Total
Weight 80% 20% 100% MICHAEL BU S
Administrative Officer 11
Major Final Output (MFO Success Indicators Performance . Ratin
) i o (. )/ Actual Accomplishments Remarks
Program, Activity & Project (PAP) (Targets + Measures) Standards ) @
(a (b) (© Q| E| T | A
A. Core Functions: (80%)
1. Issuance & Release of the Following Students |Issued error-free all requested academic records . ) : b
: e A Processed academic records & issued with corresponding time frame:
Academic Records: and released within the corresponding time: 5
QET . e 5.0| 4.0 | 5.0 | 4.7 | bemand Driven
= . L y 395 out of 406 OTR with 100% accuracy; released within average of 2
1.1) Official Transcript of Records (OTR) OTR - released within 5 working days i i
working days per client
] . 179 out of 181 Transfer Credentials w/ 100% accuracy; released w/in average
1.2)T fer Credentials - OTR & HD OTR/HD - rel d within 5 king d i
) Transfer Creden / released w working days QET S ke it 5.014.015.014.7 I;)emand Driven
) : : 432 out of 435 diplomas with 100% accuracy; released within average of 2
1.3) Dipl Dipl -rel d within 5 king d i
) Diploma iploma - released within 5 working days QET ki st e clen 5.014.0] 5.0 | 4.7 | Demand Driven
) 164 out of 165 CAV with 100% accuracy; released within average of 2
1.4) CAV with Indorse! t CAV Ind t; within 5 king d . i
) wi rsemen w/ Indorsement; within 5 working days QET i i s i 5.01 4.0 5.0 | 4.7 | Demand Driven
L 302 out of 306 certifications with 100% accuracy; released within average of
1.5) Certificati Certifications - released within S working da i
) Certifications ifications - released within 5 working days QET R i il 5.014.0| 5.0 | 4.7 | Demand Driven
38 out of 38 evaluated error-free checklist of Graduate Studies; released
1.6) Evaluati f checklist aluati heets |Evaluat Sheets - rel d within 3 d i
) Evaluation of checklists/evaluation sheets |Evaluation Sheets - released within 3 days Q,ET M ke | oo s i Al 501 4.0 5.0 4.7 | Demand Driven
2. Customer Service Management 3.51 - 4.50 or "Better” client satisfaction rating on Received client satisfaction ratings on our services for the following months: E
our services. QE "BEST" Rating for January to June 5015.0 5.0 Fixed Target
2.1) Assessment of customer satisfaction
ifi lied f ificati ified 7 £7 ts for stud ion i -f -
33} et tn siatent veriiication V(?r.u 1edﬂ/comp ie requgst.s ?r stu?e:wt :e” ication QET Vezl _".2-,4 8‘3:10* _,8_ r_?qliﬁi 5,_?:-5,15?19_?(?}:?" verification {error-free); 5.0 20150149 | pesnini Do
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Rating

Major Final Output (MFO Success Indicators Performance "
‘ i g (. )/ Actual Accomplishments ) Remarks
Program, Activity & Project (PAP) (Targets + Measures) Standards (d) @)
(a) (b) (©) g EFEiLT K
L e e
S itted fi orts & lists with
3. Preparation of reports & other records. c:z::psn d?::;n:i::e_ s b Submitted error-free reports & lists with corresponding time frame: Dean's
j T Lists gi to COM, CCJS, COED, CCIS, CEA, CAT and ISSC; Prepared within 2 £ i
3.1) Dean's Lists per college RIS Dty Kt B G R S e KA SN O, i dls Ziﬁ: receipt of requests = ’ o il i B o e
' B & COED; issued within 5 working days " P R
p : - ; - Printed List & summary of Graguating students for summer 2022 & It
3.2) List & Summary of Candidates for List & Summary of Candidates for Graduation; 1 .
Y - . Sub I te of B i
Graduation week before the Commencement Exercises QET :::::s::r’ SY 2022-2023. Submitted 2 days begore the scheduled date of Board | 5,0 | 5.0 5.0 | 5.0 Fixed Target
e e Enroliment Report for 1st Sem 2022-2023; printed 3 Printed error-free Enroliment Report & Summary for 1st Sem SY 2022-2023
3.3) Official List & Summary of Enrollment i
) . il ot weeks after enrollment QET on Oct. 7, 2022 ; printed 2 weeks after enrollment period 5.014.0(50]4.7 Fixed Target
3.4) List of Graduates/Enrollment for tracer Printed List of Graduates/Enroliment by course; ET :’rm ‘: ter;orcroe:c s alzcr :r:t tinD T u? tes g :hro ;nzn eP::: Tori . ol 4 5 .
u . wI
study and accreditation purposes within 5 days upon receipt of request letter QE rface D S EE R M i 2 days upon recelpt | 5. .0 .0 | 4.7 | Demand Driven
0 l’ﬂﬂuﬂst |Etm[s
i i i = f - i . 15,
3.5) ABC & PPMP of Office Supplies and ABC & PPMP of Office Su;?phesv& Equipment for 3rd Printed t_arror free ABC & PPMP for 3rd Qtr CY 2022; submitted 'on Aug. 15 '
Equipment & 4th Qtr, CY 2022; submitted in Aug. & Oct. 2022 QET 2022. Printed error-free ABC & PPMP of 4th Qtr CY 2022; submittedonOct. | 5,01 4.0 5.0 | 4.7 Fixed Target
respectively 17,2022
4. Other Tasks
g SELI L : Segregated inactive and active files to respective QE 5.01 4.0 4.5 | Demand Driven
regati n of file envelo
s Ying . cabinets Sorted & filed 350 envelopes to Active and Inactive cabinets.
Sub-Total for "A. Core Functions: (80%)’ 5.0/4.2|5.0|4.7
B. Support Functions: (20%)
1. Attendance/Participation to school Attended/participated these activities (subject to £ Attended/participated these activities (subject to availability or stated in the
activities/programs availability or stated in the Calendar of Activities): Calendar of Activities): .
- s ! 3 5.0 5.0 | Demand Driven
) No graduation rite for this period. Only preparation of List and Summary of
1.) Graduation Ceremony E ) )
_|Candidates for Graduation.
s 1. for Swimmi iti M
2.) Commiittee/'s membership or Support Staff for .* |1.) Tournament Member. or Swimming C-ompetitlon for the Intramural Meet :
o E on Oct. 26, 2022; 2.) Chairman on Committee on Records for the Intramural 5.0 5.0 | Demand Driven
school activities
Meet
1.) Attended the Sport Directors Meeting @ EVSU Tacloban City on July 25-
; 26, 2022: 2.) Attended the Regional SCUAA Screening at VSU, Baybay City on
3.) Oth tivit i
) g . Nov. 15-17, 2022; 3.) Attended the 2022 Conversations with Local Leaders in 5.0 5.0 | Demand Driven
Eastern Visayas on Nov. 28-29, 2022 at Waterfront Hotel, Cebu City.
2. Submission of Individual Performance Submitted error free IPCR with corresponding time
Commitment & Review (IPCR) frame . sk :
S AR IPCR Commitment - July-Dec. 2022: submitted on QET Prepared & submﬂ\ed IPCR Commitment fbr'Juh/'December 20X on Aug. 3, 5.015.0|50(5.0 Fixed Target
: ommitment i
j the July 29, 2022 2022 - UE COPY
IPCR Review - January-June 2022; submitted on July Prepared & sybmitted error- ?ree I!H Eewew For Janua[ry June 2022 on Jul .
2.2) IPCR Review 10, 2022 QET 13, 2022 tﬁ &a\ . 5.0 5.0 5.0 | 5.0 | Demand Driven
Sub-Total for 'B. Support Functions: (20%)' 5 s h’f‘i’;," 5.0/5.0/5.0(5.0
GRAND TOTAL =| 0 ik HRIMO 111 |
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Legend: 1- Quality, 2 - Efficiency;

3 - Timeliness; 4 - Average

Note: Shaded portion shall be accomplished at the end of the rating or evaluation period. However, an "x" mark may be written at the appropriate column to indicate where a

particular success indicator shall be rated.

Comments and Recommendations for Development Purposes: :fggg;‘;‘?n‘:'
(to be accomplished by the immediate superior) : Rating S rd o Vary
Category Weight (%) - Satisf
Average | Weighted| 3":’5§ ";t"'y
- 03.7~-
Prepare requested documens in advance especially those old files |A- Core Functions 80% 41 3.78 ||satisfactory
which needs encoding to shorten clients waiting time. B. Support Functions 20% 5.00 1.00 2U to 2: 9- t
Total Overall Rating 100% B rrerpaead
Keep up the Good Work! Final Weighted Rating 4.78
Adjectival Rating Very Satisfactory
Discussed with: Assessed by: Final Rating:
Merthwest Samai o2 Univer sily I certify that I have discussed my assesment of the ) 421737
HUT 1£. RESOURCE MANAGEMENT OFFICE performance of the office through its head and this is Numerical=
g deemed as his/her personal performance. Adjectival= [/r
[ RECEIVED | 1
o ol RYAN EMIL T. ZOSA, IV ~
o University Registrar Date
Recommended and Attested:
e BENJAMIN L. PECAYO, Ed.D.
. ..., SUC President
= HOWAD | © e i U ICE
% , cki.. .. ..o . ..iDateopy
MICHAEL O. CABUG-0S RAMIL S. CATAMORA Ed.D . ROM THE ORIGINAL
Date: January 9, 20 G Z
Date £ 7" I = T . _%
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