ECOLOGICAL FARM AND
RESOURCE MANAGEMENT

INSTITUTE

Visca, Baybay City, Leyte, PHILIPPINES
Telephone: (053) 565 0600; local: 1040
Website: www.vsu.edu.ph

19 VISAYAS

STATE UNIVERSITY

QUALITY RECORDS MATRIX
Record Year: 2021 Updated as of : Oct. 1-Dec. 31,
2021
MOTHER RETENTION PERIOD
# FORM NO. RECORD TITLE LOCATION ORIGINATOR
PROCEDURE ACTIVE | INACTIVE
OP MEMO
1 | pM-00P-01 EM-O0P-01 Z_m:..a No. 697: Management of Unit-based Social White, *__,.m shelving 033.& the T NA
Media Accounts cabinet President
Memo No. 694: Designation as OIC Head, Central N .
2 | PM-00P-01 FM-OOP-O1 | Analytical Service Laboratory and Focal Person, Whits, r_m shabving O_..mnm.o* the 2 years NA
. cabinet President
Purchase of PNP Regulated Chemicals
3 | PM-00P-01 FM-OOP-01 | Memo No. 693: 2022 Teacher’s Leave Schedule Whita, m_m shalving Om_nm.o_" b 2 years NA
cabinet President
Memo No. 683: Designation as OIC Head, Central R . 3
4 | PM-00P-01 FM-OOP-01 | Analytical Service Laboratory and Focal Person, Whis, *__..m stilving om_nm.oﬁ the 2 years NA
. cabinet President
Purchase of PNP Regulated Chemicals ‘
5 | PM-00P-01 FM-OOP-O1 | Memo No. 682: Releasing of the 3¢ QA Reports White, fileshelving |  Officsiofthe 2 years NA
cabinet President
6 | PM-00P-01 EM-O0P-01 2._m30 No. 677: H.umm_m.:m:o: as Officer-In-Charge, White, m_..m shelving Om_nm.o,a the ;I NA
Visayas State University cabinet President
7 | Pm-0OP-01 EM-00P-O1 Memo No. 676: Account Audit and Priority List for White, m_w shelving Omﬁm.o::m 2 years NA
Workplace Access cabinet President
8 | PM-00P-01 FM-O0OP-O1 | Memo No. 670: OIC Head for Planning Vibtte fissheving (| Cioniofthe 2 years NA
cabinet President
No. 669: j i i i i
3 | PM-0OP-01 EM-00P-01 Memo No. 669: OIC Head for _:*_.mmﬁ.wcnwcﬂm Project White, m__w shelving Om"_om.o*. the Fvears NA
Development, Management & Monitoring cabinet President
Memo No. 672: Call for Participants to the Back-to- s B . '
10 | PM-00P-01 FM-O0OP-O1 | back Training Workshop on Research Proposal Writing W, m__..m Srisiing om_nm.oﬁ the 2 years NA
i e cabinet President
and Scientific Writing
11 | pM-00P-01 FM-00P-01 gmio.zo. 650: Designation as OIC, Department of White, :_w shelving Om_nm.o,n the T NA
Statistics cabinet President
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Memo No. 643: ISO Quality Assurance Coordinator White. file shelvin Office of the
12 | PM-00P-01 FM-OOP-01 | under the Office of the Vice President for Research, e & . 2 years NA
. ] cabinet President
Extension and Innovation (OVPREI)
OP MEMO CIRCULAR
MC No. 136: Suspension of Final Examination and White, file shelving Office of the
ol i FM-00P-02 Submission of Student Outputs cabinet President 2yesrs NA
5> | pM-00OP-01 EM-00P-02 MC No. 135: Call for Donation for the victims of White, :_m shelving Om.,_nm.o* the yasrs NA
Typhoon Odette cabinet President
MC No. 134: Extension of Class Suspension, and & ;
3 | PM-O0P-01 FM-Q0P-02 | Clearing and Cleaning Operations in All VSU Campuses White, 2@. SiRilog Ommnm.o* T 2 years NA
. cabinet President
with regards to the aftermath of Typhoon Odette
4 | pMm-0OP-01 EM-00P-02 MC No. 131: Conduct of Year End Performance White, *__...w shelving Om_nm.o.. the - NA
Assessment 2021 cabinet President
5 | PM-00P-01 FM-OOP-02 | MC No. 130: Employee Satisfaction Survey Wit faahaidlng | Gcwciv 2 years NA
cabinet President
6 | PM-00P-01 FM-O0P-02 | MC No. 126: Submission of OPCR with Guides Whiby, Neshutiing ] CEoei 2 years NA
cabinet President
MC No. 125: Rerouting of Road Traffic Effective White, file shelving Office of the
7 | PM-OOPAOL PM-UDP:02 December 1, 2021 cabinet President Ayears A
8 | pPm-00P-01 EM-O0P-02 _<._n lo. 122: Cleaning of Surroundings and Christmas White, :_w shelving Ommnm.o* the 3 yenrs NA
Lighting Ceremony cabinet President
9 | PM-0OP-01 FM-O0P-02 | MC No. 121: “Alay Linis” Viniig, rleisoelangl| Reowarhe 2 years NA
cabinet President
10 | PM-00P-01 EM-O0P-02 MC znw. 119: Center/Department/Unit-based Fitness White, ﬁ__..w shelving 033.9n the P T NA
Coordinators cabinet President
it fi - =
11 | PM-00P-01 FM-00P-02 | MC No. 118: Submission of IPCR White, leshelving: | Offeaefite 2years NA
cabinet President
12 | pM-00P-01 FM-00P-02 MC No. 117: Monitoring of Accomplishments (Final White, *__m shelving 033.2 the 2 years NA
Schedule) cabinet President
o - . ﬂn . . . .
13 | PM-0OP-01 EM-00P-02 MC 7.0. 116: Closing meeting of the 3" Internal Quality | White, :_w shelving Omx_nm.oﬁ the ST NA
Audit cabinet President
14 | Pm-00P-01 FM-00P-02 MC q.,_o. 115: Inventory of Vaccinated and Non- White, 3_4 shelving Omﬂnm.oﬁ the po—- NA
vaccinated Personnel cabinet President
15 | PM-00P-01 FM-O0P-02 | MC No. 114: University-wide Christmas Parol Contest Whitw, mr.w shtiing Om_nm.oﬁ the 2 years NA
cabinet President
MC No. 113: Suspension of Work and Classes in All N . )
16 | PM-O0P-01 FM-O0P-02 | Campuses on November 8, 2021 in Commemoration of Vihite, 3_..w sy Om_nm.oﬁ e 2 years NA
. cabinet President
the Super Typhoon Yolanda Anniversary
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17 | PM-00P-01 FM-00P-02 | MC No. 112: Monitoring Accomplishments White hesheliing | Offescitie 2 years NA
cabinet President
— - - h
18 | PM-O0P-01 FM-O0P-02 | MC No. 111: Reporting of Employees to Office Whita, *__m shebving Om_nm.o: € 2 years NA
cabinet President
19 | PM-00P-01 FM-00P-02 | MC No. 109: Update on OP MC # 101, 5. 2021 whie:eshevig ||| Gihaetyn 2years NA
cabinet President
20 | PM-00P-01 FM-OOP-02 | MC No. 108: Updates on Monetization of Leave Wehite Ceshsiving| )| Ofiomsetthe 2 years NA
cabinet President
MC No. 107: Nomination of . . ,
21 | PM-00P-01 FM-OOP-O1 | College/Center/USHER/OUDRRM/ICTMC Risk Wit Neabaiving | PSotofEe 2 years NA
cabinet President
Managers
MEMO CIRCULAR
1 NA FM-VSU-02 MC No. 10: November 24, 2021 UOnc.Bm:ﬂ Tracking White, *__..w shelving OVPAF 2 Vaars NA
System of the Management Information System cabinet
Office of the
MC No. 03: November 12, 2021 Continuing White. file shaivin _A._u.muﬂﬂ_.””ﬂm
2 | NA FM-VSU-02 | Professional Development (CPD) Training for i ¢ bl 2 Years NA
. cabinet Professional
Professional Teachers
Development
and Education
. 0S: c - inati i i i
3 NA EM-VSU-02 MC 2.0 09: November 11, 2021 O<__u. 19 Vaccination | White, .n__m shelving OVPAE 2 Years NA
Tracking of the Management Information System cabinet
MC No. 08: November 9, 2021 Pag-IBIG Fund Rental White, file shelving
" HA i Housing Construction Loan (RHCL) Program cabinet SRR Z¥enrs b
5 NA FM-VSU-02 E_n.zO. o.m._ November 2, 2021 Deadline for m:va_uﬂo: White, r_..w shelving OVPAE 2 Years NA
of Financial Documents to Budget and Accounting cabinet
Office of the Vice
MC No. 21: October 4, 2021 Submission of Individual White, file shelving .
$ ||Na FMAVSU02 1 Facuity Workioad for First Semester, SY 2021-2022 cabinet President for 2 Years NA
Academic Affairs
MC No. _: October 1, 2021 Extension of the deadline
for submission of papers for the 5" National White, file shelving
7 B FR-YSERI2 Conference on Poverty Alleviation and Sustainable cabinet CVERS) #1ean Na
Development (PovCon)
IN-COMING COMMUNICATION
s White, file shelvin Ciflen.af the
1 FM-VSU-03 | December 13, 2021: DOST call for 2022 Conference mm_u:._mﬁ 8 Director for 2 Years NA
Research
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NA Billing Statement for the registration fee of the staff White. file shelvin
2 FM-VSU-03 | participated the 33" Regional RDE Symposium on mmw_:mﬁ o ViCARP 2 Years NA
November 17-18, 2021 via Zoom
offi
NA December 7, 2021: Clarification on the Submission of White, file shelving Enm af e
3 FM-VSU-03 : . Director for 2 Years NA
Semi-Annual and Annual Report cabinet
Research
NA November 26, 2021: Excerpt on VSFC-AS Minutes of Office of the
Meeting. Recommendation of the progress report of White, file shelving | Head of LD? and
-VSU-10
G FM-VSU-1 Ms. Marejen Villaremo which was approved by the cabinet HR* iR oA
University President Accredidation
NA White, file shelvin Cifiige fthe
5 FM-VSU-03 | EVHRDC-ERC Lecture in Health Research b € Director for 2 Years NA
cabinet
Research
NA November 15, 2021: Request to submit the required White. file shelvin
6 FM-VSU-03 | recommendation for renewal of the concerned casual mm_u,:mﬂ . RSPPRO 2 Years NA
and contractual employees
- NA EM-VSU-03 November 10, mom.ﬁ Expiration of the appointment of | White, ﬁ_.,.m shelving RSPPRO > VanFs NA
Mr. Jerome O. Arribado cabinet
8 NA EM-VSU-03 November 10, 2021: Expiration of the appointment of | White, ﬁ__..w shelving RSPPRO 2 Years NA
Mr. Dhenber C. Lusanta cabinet
9 NA FM-O0P-05 zo,\.m_..:vm... 4, .momh 2021 Christmas Tree & Holy White, dﬂ__w shelving Om.nm.o* the 2 Years NA
Nativity Lighting Ceremony cabinet President
NA Office of the
List of students who obtained incomplete grades White, file shelving . .
10 F=VSU-02 during 1% Semester Academic year 2020-2021 cabinet c_.__<.m tsity 2 Years NA
Registrar
NA October 28, 2021: Invitation to attend for a free White. file shelvin
11 FM-VSU-03 | seminar/workshop on how to make a video poster e g VICARP 2 Years NA
; cabinet
pitch on November 8-9, 2021.
12 NA EM-VSU-03 October 6, Nouﬁ. Request to borrow a steel cabinet White, ﬁ__..m shelving O.mum::._m:n of 2 Years NA
from Prof. Francisco Gabunada, Jr. cabinet Biotechnology
NA October 1, 2021: Appointment of Mr. Poliquit as a
13 EM-O0P-05 wmm.o_:_,nm mwmmxm_, *o_..,&m training c:nm«.ﬁ:m extension | White, _w__w shelving op 2 Years NA
project entitled “Participatory Eco-Farming Program cabinet
for the Visayas”
OUT-GOING COMMUNICATION
NA December 22, 2021: Quarterly research Progress
Report, CY 2021, 4" Quarter, Performance of White, file shelving
L FMEVBUIS Organically Grown Rabbits Supplemental with cabinet EEREEAE SRSRES R
Different Forgaes and Pelletized Concentrated Mixture
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NA December 13, 2021: Certification given to Mr. Warren White. file shelvin
2 FM-VSU-03 | Kim Siarot, rendered services for the period of me:mn 8 Eco-FARMI 2Years NA
November 26 to December 12, 2021
3 NA EM-VSU-03 Umnm.w.wm.. 6, 2021: Request for Renewal of White, m_..m shelving Eco-FARMI 2 Years NA
Appointment of CIP Researcher cabinet
NA November 26, 2021: Certification given to Mr. White: filashiasivin
4 FM-VSU-03 Warren Kim Siarot, rendered services for the period of mm!:mﬁ g Eco-FARMI 2 Years NA
Novemberll to November 25, 2021
5 NA EM-VSU-03 November .Nms 2021: Intention oﬁ applying for White, :_..m shelving Eco-FARMI I Venii NA
occupancy in VSU apartment unit. cabinet
NA November 25, 2021: Turn-over of documents from Dr. | White, file shelving
§ FAA-ISL08 Armecin to OIC Director Dhenber C. Lusanta cabinet SoasEARNY 2ears A
NA November 19, 2021: Certification given to Ms. Judy
Rosanne R. Pizon, was hired as digitizer under the DA- White. file shelvin
7 FM-VSU-04 BAR funded research entitled “Identifying Suitable 2 & Eco-FARMI 2 Years NA
. . : ; cabinet
Sites for Small Scale Irrigation Projects in Eastern
Visayas Through GIS-Based resource Assessment
8 NA FM-VSU-04 zo<.m_.=_umq.pm. 2021: Certificate of Appearance of Ms. White, m_w shelving Eco-FARMI 5 it NA
Maria Katrina P. Largo cabinet
November 16, 2021:Letter request to allow Ms. Maria
Katrina P. Largo, Agriculturist |l of the City of
9 NA FM-VSU-03 b..w:m:_Eqm om_nm-.mm<_um< to mJ»m_, VSU premises to White, *__m shelving Eco-EARMI 5 ¥t NA
finalize the upcoming culmination of the season long cabinet
training on Biofertilizer and Natural Farming
Concoction
NA November 16, 2022: Marejen Villaremo’s 1 Semester | White, file shelving
19 FRFVEUICS AY 2021-2022 Progress Report cabinet Ece:FARM 1 Yoars N&
NA November 11, 2022: Certification given to Mr. Warren White. file shelvin
11 FM-VSU-03 Kim Siarot, rendered services for the period of October ! binet o Eco-FARMI 2 Years NA
26 to November 10, 2021 -
12 NA FM-VSU-03 zo<m.3_...m_. 11, 2021: Inventory of Vaccinated and Non- | White, :_..m shelving Eco-FARMI 2 Years NA
vaccinated Personnel cabinet
NA October 27, 2021: Letter Request to postpone the
13 FM-VSU-03 retirement of P,...&. Pastor P. mm_.n._.m and to apply *oq a i White, ﬁ__m shelving Eco-FARMI 2 Years NA
one-year Sabbatical Leave under “Rest and Relaxation cabinet
starting March 15, 2022 to March 14, 2023
NA Individual Faulty Workload, 1** Semester A.Y 2021- White, file shelving
1 FM-VPA02 2022, Dhenber C. Lusanta cabinet EockRARMI IEAAT NA
NA Individual Faulty Workload, 1°* Semester A.Y 2021- White, file shelving
0 FNEYRA-Q2 2022, Jerome O. Arribado cabinet Eco-FARM 4'Yaard NA
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- = 3 T ,
16 NA EM-VPA-02 Individual Faulty <<o.qum9 1% Semester A.Y 2021 White, m_m shelving Eco-FARMI 2 Vasis NA
2022, Pastor P. Garcia cabinet .
NA October 26, 2021: Certification given to Mr. Warren White, file shelvin
17 FM-VSU-04 | Kim Siarot, rendered services for the period of mmzsm . g Eco-FARMI 2Years NA
September 27-October 10, 2021
NA October 25, 2021: Letter Request to allow the
18 FM-VSU-03 mBmﬂm:Q _mun.:.m_‘ to enter VSU _uqm_.:..mmm todo White, Em shelving Eco-FARMI 2 Years NA
clearing operations and contour establishments at the cabinet
Eco-FARMI Demo Farm
NA October 22, 2021: Letter request to withdraw White, file shelving
= RESKR0s documents from the PAG-IBIG Office. cabinet Feo-FARMI 2 Years NA
NA October 18, 2021: Skeletal Workforce Schedule White, file shelving
20 FIRAOES) | s 18, 2021- October 22, 2021 cabinet Eeo-FARM) = Yomes MA
NA Letter Request addressed to the Officer of the day to White, file shelvin
21 FM-VSU-03 | allow Mr. Oliver S. Honrada to enter VSU premises to : mm!smﬂ e Eco-FARMI 2 Years NA
construct rabbit house for the project.
NA October 15, 2021: Request for Inspection of one goat White, file shelving
= RERslGs that died on October 15, 2021 cabinet Eco"FARMI &Yy NA
NA October 11, 2021: Research Quarterly Report of
Accomplishment, 374 Quarter July 1-September 30, White, file shelving
2 FMEVEULS 2021, Assessment of Climate Smart Farming Scheme in cabinet Eco-FARM) 2 Years NA
Hilly Upland Areas
NA October 11, 2021: Research Quarterly Report of
Accomplishment, 34 Quarter July 1-September 30, o .
24 FM-VSU-13 | 2021, Integrated Nutrient Management for Wehits, “nwzw_“m_szm Eco-FARMI 2 Years NA
Horticultural Crops: Effects of Biofertilizers on Soil ¢
Properties and Productivity of Eggplant
NA October 11, 2021: Research Quarterly Report of
Accomplishment, 3 Quarter July 1-September 30, o )
25 FM-VSU-13 | 2021, Performance of Organically Grown Rabbite E_,__shuﬂ”m__\sm Eco-FARMI 2 Years NA
Supplemented with Different Forages and Pelletized
Concentrate Mixture
NA October 11, 2021: Extension Quarterly Report of - ,
fi
26 FM-REI-10 | Accomplishment, 3¢ Quarter July-Sept. 30, 2021, White, file shelving Eco-FARMI 2 Years NA
I T B . ” ca U_Jm.—..
Participatory Eco-Farming Program for the Visayas
NA October 4, 2021: Skeletal workforce Schedule October White, file shelving
i IVPBEOB | 3 s October 15, 2021 cabinet | EeoRARMI aYeurs HA
T e FM-RDE-11 | VSU R&D Semi-Annual Report (January to June 2021 S:_”mn,“n._w%m_szm Eco-FARMI 2 Years NA
N ; : . - Page6of 7
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NA October 1, 2021: Recommendation of appointment of
29 EM-VSU-03 Z__... h.r_m:_ﬁo F. Poliquit as .m xmmo...w_dm _um_..mo: for the White, _"__..w shelving Eco-FARMI 2 Vi NA
training under the Extension Project entitled cabinet
“Participatory Eco-Farming Program for the Visayas”
NOTICE OF MEETING
1 NA FM-VSU-05 Umnm_av.m_. 13, 2021: Finalization of OTP and other White, m__w shelving OVPREI 2 Vears NA
monitoring forms CY 2021 cahinet
2 NA FM-VSU-05 December 1, 2021: Monitoring of Accomplishment CY | White, *__..w shelving OVPREI P NA
2021 cabinet
g | N2 FM-VSU-05 | November 19, 2021: OVPREI Third Quarter Meeting E_J_am“nﬂ”_“m_szm OVPREI 2 Years NA
4 NA FM-VSU-03 October 11, No.mmn Meeting to Discuss the Details for White, ﬂ__m shelving OVPRE| 2 Years NA
Research Training Workshops cabinet
MONTHLY REPORT (IGP)
1 | NA NA October 2021 Seedbank C Monthly Report é:_am“_w_,ﬂ%m_,\_:m Eco-FARMI 2 year NA
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