Service:

Service Provider:

Schedule:
Clients:
Requirements:

UNIVERSITY LIBRARY AND INFORMATION SERVICES

VALIDATION OF IDs

Librarians/Secretary / Library director
8:00 am - 5:00 pm Monday to Saturday

BSU Students

Enrolment Form; ID Card; Photocopy of ID card

Processing time: 9 minutes
PROCEDURE:
PERSON FORMS
STEPS CLIENT SERVICE PROVIDER DURATION FEES RESPONSIBLE
Pre_sent enrolment fo”‘? marked Receive the enrolment form,
registered from the registrar,
1 . photocopy of ID Card and the ID
together with photocopy of ID
card.
and the ID card Enrol CF
, nrolment Form
e Perlita B. Manodon
2 Check the ID card if it is still in 4 minutes none Marjorie C. Ricardo ID Card
good condition Library Staff on duty Photocopy of ID
Card
3 Check enrolment for if marked
registered from the OUR
Return to the Registrar if the
4 .
Form was not registered
. OUR
Return to Reglstrar for_ID _ Give ID replacement form to be Request for ID
5 replacement if ID card is not in resented to the reaistrar replacement
good condition P 9 form
6 Attach validation sticker in the ID 5 minutes None Library Staff \ézlrlgated ID
Total Duration 9 minutes

END OF TRANSACTION




