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Requests in writing for special 

monetization address to the 

Chancellor through the 

Committee on Monetization or 

channels

Request a ‘Certification’ on  the 

status of  illness from the 

University Health Service for 

sickness related (with a medical 

certificate) 

Attach the application for leave 

with the purpose stating the 

number of days applied for special 

monetization

Submit to HRDO at least two 

(2) days before the meeting of 

the Committee usually every 

Wednesday

Verifies the requirements and 

certifies the available balance 

credits to be availed of as of 

that date

Forwards to the 

Committee on 

Monetization for action

If recommended for approval, 

records and forwards to the Office 

of the Chancellor for approval, 

otherwise, return the request to 

the applicant with notification of 

the action of the Committee

Upon receipt of approval, 

photocopied the documents and 

forwards the originals to Diliman 

Accounting Office for payment 

and the file copy to applicant’s 

HRDO 201 file


oleObject1.bin
Requests in writing for special monetization address to the Chancellor through the Committee on Monetization or channels


Request a ‘Certification’ on  the status of  illness from the University Health Service for sickness related (with a medical certificate) 


Attach the application for leave with the purpose stating the number of days applied for special monetization


Submit to HRDO at least two (2) days before the meeting of the Committee usually every Wednesday


Verifies the requirements and certifies the available balance credits to be availed of as of that date


Forwards to the Committee on Monetization for action


If recommended for approval, records and forwards to the Office of the Chancellor for approval, otherwise, return the request to the applicant with notification of the action of the Committee


Upon receipt of approval, photocopied the documents and forwards the originals to Diliman Accounting Office for payment and the file copy to applicant’s HRDO 201 file



