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Requests in writing to the 

Chancellor or President through 

channels with the period of 

secondment and endorsement 

of the unit.

Attaches the Letter-Request or 

Appointment by the receiving 

agency.

Forwards request to HRDO

Examines the letter-request and 

supporting papers for 

secondment

Checks and verifies the status of 

employment

If in order, prepares 

endorsement and 

recommendation. If not, returns 

to the Unit.

Review and initials and forwards 

to Division Head for review and 

initial.

Forwards to HRDO Director for 

endorsement for approval 

(disapproval) 

Forwards to OVCAA or OVCA as the 

case may be for recommendation for 

approval (disapproval) to the 

Chancellor.
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Requests in writing to the Chancellor or President through channels with the period of secondment and endorsement of the unit.


Attaches the Letter-Request or Appointment by the receiving agency.


Forwards request to HRDO


Examines the letter-request and supporting papers for secondment


Checks and verifies the status of employment


If in order, prepares endorsement and recommendation. If not, returns to the Unit.


Review and initials and forwards to Division Head for review and initial.


Forwards to HRDO Director for endorsement for approval (disapproval) 


Forwards to OVCAA or OVCA as the case may be for recommendation for approval (disapproval) to the Chancellor.
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Approves (denies) request and 

returns to HRDO

Prepares and forwards notification 

of approval (disapproval) to the 

Division Head for initial and 

Director for signature.

Releases the notification  to unit/

employee concerned and posts 

action in the Service Record of the 

employee.
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Approves (denies) request and returns to HRDO


Prepares and forwards notification of approval (disapproval) to the Division Head for initial and Director for signature.


Releases the notification  to unit/employee concerned and posts action in the Service Record of the employee.



