
Name

Desbnation

Desffiisn

DatedTravel

Purpose

Total Expenses:

Source of Funds

Transportation:

VISAYAS STATE UHIVERSITY
Visca, Baybay Ctty, Leyie

TRAVEL REQUEST / ORDER
(For Faculty)

Brgy. Malitbog, Javier. Leyte
May 13-14,2*22

: DGE Team Building

I j University Vehicle

[ ] Public Conveyance

,Ki..Hoh vlSAYAs $rArE UNTVER$try

'EW 

Visca' BaYbaY citY' LeYie

EHECKLI$T CIF NOCUMENTS TO SUPPORT REQUHST
TO GO ON TRAVEL {ptease check}:

ff Ueaful Ctearance from the VSU tnfirmary that the

_employee have no symptorns of Ccvid i g

fllnvitation frorn the organizer of the activitylconference/
meeting (if applicable

Certification from the organizer that social distancing
and other heatth/hygiene protocols against Covid 1g

will be observed for the duration of the activity
(if applicable)

Quarantine passes issued by the destination LGU
and if possible, together with passes from LGUs
enroute to the destination

ffStronO justification from the requesting party duty
endorsed by the immediaie supervisor on the
necesslty and urgen*y of the trip and cornrnitment
of the requesting party to religiously comply with

_health/hygiene protocols during the trip

[_lWaiver from the empioyee concerned that he/she is
willing to undergo setf quarantine for 14 days,
while he/she will be on work from home scheme

ft*Rproved list of outputs between supervisor and
employee to be delivered/accompiished during hisfter
14 days work ftom home scheme

NotedA/erifled:

RECOMMENDING APPROVAL:

Abstain
JANNET C. BENCURE

Dean, College of Engineering and Technology

ln-charge of funds ( if oiher than the
DepU0ffice Head)

flCtearance issued by the Nurse on duty 30 minutes
prior tc travel should be submitted to the ELrard on
duty before allowing vehicle to go out of campus

Certified Correct:

Employee

i"l oted/ye rifieri qxqgul.C|ea ra nqq fr"q m l,tLllg",,

BEATRIZ S. BELONIAS

l\,lame of Office Headl$upervisor

l/,-4/'
BEArRtzl 

".1o*,o"VP foJfid"r,.-Aff""VF for Reseamh, Exiension
& lnnovation

APPROI/ES:

JANNET C. BENCURE

flo,ttntc

UH

@


