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COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Annex P

Name of Administrative Staff: MARIA FE A. BASLAN
l Particulars | Numerical ‘ Percentage Weight | Equivalent. |
,’ 1) | Rating (2) | 3) | Numerical Rating |
l ﬁ I ) 2x3) |
| | | |
{ 1. Numericai Rating per IPCR & Aoy l 70% ;1 D24 ;‘
L : R ot i el __,.-_.._,_.‘!'
Ilr 2. Supervisor/Head's assessment i ; | |

of his contribution towards | 461 o ‘ .'

‘g attainment of office I] $ e ﬁ \-40 ]
| accomplishments l g ’ ‘
! ' 5. )
| |
|! TOTAL NUMERICAL RATING ii ‘\(oﬁ [

TOTAL NUMERICAL RATING: 464

Add: Additional Approved Points, if any: Al

TOTAL NUMERICAL RATING. o4

FINAL NUMERICAL RATING . “A

ADJECTIVAL RATING: Qutstanding

Prepared by: Reviewed by:

MARIA FE 4. BASLAN NICK FREDDY R. BELLO

Admin, Alde IV OIC-Head, Accounting Office
- Recommending Approval: W M W I
LOUELLA C. AMPAC
Director, Financial Management Office
Approved:
Vision: A gidoalily compeiitive unmiversty Tor science, tecnnology, and environmental conservanon Fage lof ! .
. e o T e rinale omraniiicn mel meromoeant - uowledes gy




INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR)

| Maria Fe A. Baslan, of the Accounting Office commits to deliver and agree to be rated on the attainment of the following accomplishments in accordance with the indicated

measures for the period January to June, 2023

MARIAFHA, BASLAN

Approved:

NICK FREDDY R. BELLO

Rating Ecuivalerts:
5 - Quistanding
4 - Vary Satisfactory
3 - Satisfactory

Ratee Head of Unit R
2023 Percentage of | Details of Rating _ i
MFO & PAP's Success Indicators Tasks Assigned Target  |[Accomplishmenty Accomplish | Q' | E? T re Remarks
e Jan.-Dec % ment as of P bl

Administrative  |Number of certification for |Prepared certification for all types 135 104% 140
and Support all types of loans prepared. |of [oans and premiums of GSIS, certification certification 4 5 5 467 Certifications
Services & Pag-ikig, Private banks and net ' ' prepared,
Management pay of employees.
Administrative MNumber of voucher! Prepared vouchers for refund of 30 vouchers 133% 40 vouchers/
and Support withdrawal for student in all |students and prepared also refundfwdr'wi. refund = 5 5 500 Vouchers for
Services & types of scholarship vouchers for widrawal of student in|  of stuclent w/drwal of r ' prepared,
Management prepared. all types of scholarships. student st .
Administrative  |Number of vouchers for Prepares voucher for refund of 45 vouchers 111% 50 vouchers
and Support refund of faculty & staff faculty and staff employees (GSIS, of refund of | 5 5 467 Vouchers for
Services & employees prepared. Pagibig & Private banks). faculty/staff : ' prepared,
Management - ]
Administrative  |Number of certification/ Prepared certification/ 20 150% 30
and Support communication prepared  |communication as to the last certification certification/ 5 4 4 4.00 Certifications
Services & salary received of employees commurication ' prepared,
Management $ . | (benefits received) -

Number of part time Posted all salary/benefits of all 200 part time 125% 250 of part
and Support . Sl : foo
Bavoiens B instructors posted. part time instructors. instr. posted fime Instr. 5 5 5 5.00 |Payroll posted

Posted

Management . 4

Mo. of purchases inspected |Inspects supplies and materials 600 108% B350
and support afier receipt purchases. g 5 5 500 [tems
services & - ' inspected
management ]




NICK FREDDY R.

BELLO

QIC, Head Accounting Office

Date:

1 - quality
2 - efficiency

3~ timeliness
4 . average

Khan-smper
LOUELLA C. AMPAC
Director for Finarce

e L —

- —_— T 3 et e R T T . ST e e
Financial Reports N:T::; Qf documert/OR Xetox Iphotocopy the philhealth, 20 200% 40
photocopy. G3I3,Pag-ibig remittances (all 4 4 4 4.00 |Files kept
official receipts/doc. for accounting ' '
file)
R, et e, e ] P -
Customer Friendly Service |Served clients with courtesy, 100% no 100% 100% no
immediate response to client complain complain 6 5 5 5.00 |Clients served
needs and inquiries
Number of JC's/Part time  |Posted accounting entry of all JO's N 3,750 101% 3,800 of ;;;;;" l
instructors posted & Part time instructors, JO's/part & 5 5 500 |posted/
accounting entry. time inst. journalized
every time task assigned |5, hertask assigned from time 5 100% 5
) 4 4 4 4.00
to time.
Fatit| Crver 45 | a7 | 41 |46.33
Rating ]
Average Rating (Total Over-all rating divided 4.63 |Comments & Recommendations
Aclditicnal Pcints: for Development Purpose:
Punctuality To attend training for updates on
Approved Additional points (with copy of approval) 1 lAcctg. System
FINAL RATING 0.00 | 463 |
ADJECTIVAL RATING Cutstg |
Evaluated and Rated by: Recommending Approval: Approved:

DANIEL LESLIE &. TAN
Vicq Pres. For Admin. & Finance



ACCOUNTING OFFICE

Visca Baybay City, Leyte 6521-A, Philippines
Phone/Fax: 565-0600-1006
Email Address: accounting@vsu.cdu.ph

ST AT-E b N !V tRbiTs( Webcsite: www. ven edu ph

instrument for Performance Effectiveness of Administrative Staff

Rating Period: Jan. 1-June 30, 2023
Name of Staff. MARIA FE A, BASLAN Position. Admin. Aide IV

instruction to supervisor: Please evaluate the effectiveness of your subordinate in contributing

towards attainment of the calibrated targets of your departmentiofficelcentericollegeicampus

usmg the scale below. Encircle your rating.

} Scate "Descnp‘nve Pa‘nnd, Quatitative Description i;
\, 3 ' The periormance aimost aiways exceeds 1he job requrremnms The saff |
5 {  Qutstanding x delivers outputs which aiways resuits to best practice of the unit. He is 4‘
! i' i an excaptional role mode! ;'
] 4 | Very Satisfactory | The performance meeis and often exceeds fhe job requirements ]
| 3 | Salistaciory | The performance meets job requirements §
b2 Faif | The performance feeds some development to meet job fequirements. |
{ i f Poor 'g The staif fails to meet job requirements |
| A Commitment (both for subordinates and supervisors) . Scele |
| 1. Demonstrates sensitivity to cient's needs and makes the latier's experience in (B)aiaialt]
| transacting business with the office fulfiling and rewarding. Padi® I {2
| 2. Makes seif-available to clients even beyond official time Ks)alajajr]
g z 7 3 . A " . | 1 }I !i ; Y
| 3 Submis urgent nan-routine reporis required by higher officesiagendies suchas | | | | | )
| CHED, DB, C3C, DOST, NEDA, PASUC and simiter reguiatory agenties within lj 5 }@3 3 3 201
i‘ specified time by :endenng overtime work even without overtime pay s
|4 Accepts all assigned tasks as hiser share of the office targefs and delivers HOEIE (11
| outputs within the prescribed fime. ; Fad bt
5. Comits himselfiherseif to help attain the targets of his/her office by assisting co- (6) 4 | 3| 2 | 1 |
'; employees who fail to perform ol 2csigred fasks i . ‘, f; ‘y
| R, Requiarly reparts to wark an time, logs in wpon arrival, secures pass sip when g @[, 3241
{' going out on personal matfers and fogs out upon departure from work, f [ | Lo {
f 7. Keeps accurate records of her work which is easily retrievable when needed f 5 \d ;' 3,2 ;' 1 7
I8 Suggests new ways to further improve her work and the services of the office 1o its @ 413121 ,f
| dierfs WEEEE
19 Accepts addifional tasks assigned by fhe head of by igher offices even i the @453325# i,
il assignment is not related to his position but critical towards the attainment of the Lo .'j
! functions of the university {‘ L
110 Maximizes office hours duing lean periods by performing non-roufine funciions the | | RN
‘J ouipihs of whith Tesults 25 2 best pracice that further increase effectiveness of in{@’; 4 ‘; K 3 2311 'J,
|I office or satisfaction of clientele T
|11, Accepts objective riticisms and opens fo suggestions and innovations for w [4(3(2[1]
! improvement of his work accomplishment sk 10 ¢ §
112, Willing to be trained and developed No/j4]3 12]1]
| Total Score | T |
T T g i
2003~ 002




B. Leadership & Management {For supervisors only to be rated by higher

S Scale
supervisor)

1. Demonstrates mestery and expertise in all areas of work to gain frust, respect

| 2
L T [ [ T fl
_ . . l5)4]3]2]1]
and confidence from subordinates and that of higher superiors t f Lol
i 2. Visionary and creative fo draw strategic and specific plans and targets of the { 5 { A ( 3 { 5 i % E
{ office/department aligned ta that of the overall plans of the university. ! [ s
L ' g i { Lt U 1
{ 3 Innovates for the purpose of improving efficiency and effectiveness of the | | | { L
J operafional processes and funclions of the deparimentioffice for funher) 5|4 > 312 ) 1 }
\, saisfaction of cients. BEEREE
'! 4. Accepts accountability for the overall performance and in delivering the output} 5 ) 4 j 3 } 2 } 1 ‘
% required of hisfher unit. E ; | h 7 J‘
( 5 Demonsirates, feaches, monitors, coaches and motivates subordinates for their i [ i { i {
{ improved efficiency and effectiveness in accomplishing their assigned tasks | 5 | 4 { aie f i {
g needed for the attainment of the calibrated targets of the unit ; { L i l!
l Total Score { N/A J

' o )
| Average Score | Y- 07 {

Overall recommendation
NICK ;REDEY R BELLO
QOlC-Head, Accounting Office

3 globalfy competitive university for science, technology, and environmental conservation Fege 22
‘r‘:\s::\!:m 2 ﬁ:{/e‘:—’:;‘rl;en_trfg a[ '!t:i ghﬁ v cn;n;)gtf;re :n—l xm;; ’r:zs.nf:n-c!e: gmyr’tt'l n:-e:;":c!i eml:!f-rf: k;:;\:::?ge_ 8 FM-HRM-26

V0 ii-i2-2021
Srguesy oy

and innovative rechnofogies for susrainablfe communities and environment.




Exhibit L

EMPLOYEE DEVELOPMENT PLAN

Name of Employee: MARIA FE A. BASLAN
Performance Rating. Quistanding

A s T FF s At Al cme o mAE A trmimdradicm A sia s
Aim: Effective gelivery of adminisirative service

First Step:

Training on firancial meanagement and ofher accounting furchions

Result: Improved Performance

Date: Target Date:

Next Step: Recommend for Promotion

Qutcome:

Final Step/Recommendation:

Prepared by: @m}

NICK FREDDY R. BELLC
MARIA ééﬁ BASLAN

Unit Head
Name of Ratee Faculty/Staff

Conforme:



