
CITIZEN’S CHARTER



OCCIDENTAL MINDORO STATE COLLEGE
is envisioned to be an agent of change for
the development of the total person
responsive to the challenges of
globalization.



To train and develop a new breed of highly
competitive, innovative, resourceful and
values-oriented graduates through quality
instruction, relevant research, community-
based extension, and sustainable
production.



We, the EMPLOYEES of Occidental Mindoro State College,

pledge and commit to deliver quality service as defined in this

Citizen’s Charter. Specifically, we will :

S erve with utmost dedication 

U nite against graft and corruption 

C onform with the highest standard set by CHED, DBM, 

COA, CSC and other regulating bodies

C ultivate an atmosphere conducive to the exchange of ideas 

and flow of knowledge

E xceed the expectation of our clientele and other stakeholders 

E xemplify the essence of excellence in Education; and

D evelop graduates who are morally upright and responsive 

to the challenges of globalization.



To our clients:
Please let us know how well we have served you by:

• Accomplishing the Feedback Form available at the Cashier,
Registrar, Medical & Dental, Student Affairs & Guidance Offices
and by placing it in the drop box provided for.
• Or by sending your feedback through email to:

registrar_main@yahoo.com, omsc_md@hotmail.com, 
cashier_omscmain@yahoo.com, omscosa@yahoo.com

or call us at (043) 491-1460 and ask for Ms. Mila P. Ayes
If you are not satisfied with our service, your complaints will be

addressed immediately.
Thank you for helping us continuously improve our service.

mailto:registrar_main@yahoo.com
mailto:omsc_md@hotmail.com
mailto:cashier_omscmain@yahoo.com
mailto:omscosa@yahoo.com


 Guidance Office
 Registrar’s Office
Medical and Dental Office
 Office of the Student Affairs
 Cashier’s Office
 College Library



ADMISSION

Schedule of Availability of Service: 

Monday-Friday 8:00am-12:00nn 1:00pm-5:00pm

Who may Avail of the Service: New Students and Transferees

Duration:    

How to Avail of the Service: 

Step Applicant/Client Service provider
Duration Of 

Activity (Normal)
Person In Charge Fees Form

1

Submit the following requirements (with 5 photo copies): 

Review and check all 

documents submitted    
5 mins

Admission Office, Staff of 

the Office of the College 

Registrar

A.College Applicant:

- Report Card

- Certificate of Good Moral Character

- Honorable Dismissal and Transcript of records for Transferees

- ID Pictures (2x2) 5pcs.

- Birth Certificate (NSO If available)

- Medical Certificate from School Physician

- Long Brown Envelope 2pcs.

B.HS/Elem Applicant:

- Report Card                           - ID Pictures (2x2) 2pcs.

- Certificate of Good Moral Character (for New students only)

- Long Folder

C.Graduate School:                   - Marriage contract (if married)

- Transcript of records               - ID Pictures (2x2) 2pcs.

- Permit to enroll (employed)     - Long brown envelop 2pcs.

2
Fill-up the College Entrance Test/Admission Form and 

Student Profile

Check admission form and 

issue Entrance & 

Diagnostic Fee 

Stub/Entrance Test permit

10 mins College/     

10 mins Basic Ed
Admission Office’s Staff

- Student personal Data

- Addmission Form

3 Go back to the Guidance Center to fill up Test Permit 1 min
Guidance’s Office  

Personnel

4
Proceed to the Cashier's Office for payment of entrance 

test fee

Issue OR for entrance 

test fee
1 min

Cashier’s Office 

Personnel

P200.00(College)

P100.00 (Basic Ed 

& Graduates 

School)

- College Entrance Test

result Form

- Entrance Fee Stub

5 Take entrance test on the scheduled date and time.
Administer the entrance 

test by batch

2 hrs Grade 6  

2 hrs College        

4 hrs Grade 1

Admission Office’s Staff Entrance Test Permit

6 Secure Copy of Entrance Test Result
Release of Entrance 

Test Result
1 min Admission Office’s Staff

End of Transaction



ENROLLMENT

Schedule of Availability of Service: 

Monday –Friday 8:00 am –5:00 pm 

Who may Avail of the Service: 

Students (Old and New)

Duration:    

How to Avail of the Service: 

Step Applicant/Client Service provider
Duration Of 

Activity (Normal)
Person In Charge Fees Form

1

Present the result of Entrance 

Examination to the Department Chair 

and secure Plotting Forms

Check the result of Entrance 

Examination for the issuance 

of Plotting Forms

2 mins Department Head
Result of Entrance 

Exam

2

Copy the subject code of the subject 

to be enrolled at the Bulletin Board of 

the Department

Plotting Form

3
Proceed to the MS or CWTS enrolling 

officers
issue certificate of enrollment 2 mins MS/CWTS enrolling officers Plotting Form

All SCHOLARS should report to the 

Student Affairs for confirmation

OSA Personnel confirm the 

scholarship
2 mins

Students Affairs 

Services Staff
Plotting Form

4

Proceed to Insurance Service 

Provider Personnel for payment of 

insurance fees

Stamp "PAID" in the plotting 

form 
3 mins

Insurance Service Provider 

Personnel
Plotting Form

5

Proceed to the Internet Café for 

encoding of subjects and issuance of 

Registration Form

encoding of subjects and fees 5 mins IT Personnel Plotting Form

6
Proceed to the Cashier's Office for 

assessment and for payment of fees

Check/Assess the accuracy 

of  fees on the Certificate of 

matriculation and accept 

payment for miscellaneous 

and tuition fees

7 mins Cashier’s Office Personnel

Certificate of 

Matriculation 

(Registration 

Form) and 

Plotting Form

7

Proceed to the Office of the Student 

Affairs for ID application (FOR NEW 

STUDENTS ONLY)

assist the students in 

applying for ID Card
5 mins

Students Affair Service 

Staff

Certificate of 

Matriculation 

(Registration 

Form)

End of Transaction



MEDICAL/DENTAL SERVICES

Schedule of Availability of Service: 

Monday - 7:00 am - 8:30 pm  

Tuesday-Friday - 7:30 am - 8:30 pm  

Saturday - 8:00 pm - 5:00 pm

Who may Avail of the Service: 

New and Old Students, Employees

Duration:    

How to Avail of the Service: 

Step Applicant/Client Service provider

Duration Of 

Activity (Under 

Normal 

Circumstances)

Person In 

Charge
Fees Form

1

Present the current 

registration form or 

identification card 

and fill up 

medical/dental form

Verification of data 

supplied by the 

client on the 

medical/dental form 

as well as recording 

of vital signs.

10 mins
Medical 

and/or Dental 

Aide

Registration 

Form

Examination and 

administration of 

Medical/Dental 

procedure

depending on 

nature of case 

handled

Medical Officer 

III and/or 

Dentist II

Advise and 

Schedule for follow-

up

5 mins
Medical Officer 

III and/or 

Dentist II

Medical/Dental 

Form

End of Transaction



ISSUANCE OF SCHOOL ID

Schedule of Availability of Service: 

Monday –Friday 

8:00 am –5:00 pm  

Who may Avail of the Service: 

Students (Old and New)

Duration:    

How to Avail of the Service: 

Step Applicant/Client Service provider

Duration Of 

Activity (Under 

Normal 

Circumstances)

Person In 

Charge
Fees Form

1

Present the current registration form 

stamped "Officially Enrolled" and 

show official receipt of payment for 

school ID

Ensure that the student 

has paid the prescribed 

fees

1 min
Students Affair 

Service Staff

Certificate of 

Matriculation 

(Registration 

Form) and 

Official Receipt
Issue ID application form

2 Fill up the application form

Review and check the two 

forms for accuracy and 

completeness of data

2 mins
Students Affair 

Service Staff

Application 

Form

3

Proceed to the staff in-charge who 

will take ID picture. Sign on the 

signature pad

take picture and assist the 

student in signing on the 

signature pad 15 mins
Students Affair 

Service Staff

process the automated ID

Release ID    (register the 

name of student and the ID 

No. in the logbook) 

1 min
Students Affair 

Service Staff

End of Transaction



VALIDATION OF SCHOOL ID

Schedule of Availability of Service: 

Monday –Friday 

8:00 am –5:00 pm  

Who may Avail of the Service: 

Students (Old)

Duration:    

How to Avail of the Service: 

Step Applicant/Client Service provider

Duration Of 

Activity (Under 

Normal 

Circumstances)

Person In 

Charge
Fees Form

1

Present the current 

registration form  and school 

ID for validation

Verify the registration 

form if "officially 

enrolled"

3 mins

Students Affair 

Service Staff

Certificate of 

Matriculation 

(Registration 

Form) 

register the name of 

student at the 

logbook

validation of ID
Students Affair 

Service Head

Release validated ID 30 secs
Students Affair 

Service Staff

End of Transaction



COLLECTION OF PAYMENT FOR ENROLLMENT

Schedule of Availability of Service: 

Monday –Friday 

8:00 am –5:00 pm  

Who may Avail of the Service: Students 

Duration:    

How to Avail of the Service: 

Step Applicant/Client Service provider

Duration Of 

Activity 

(Normal)

Person In Charge Fees Form

1

Present registration 

form with attached 

plotting form duly 

signed by the 

Department Head   

concerned

Check/Assess the accuracy 

of  fees on the Certificate of 

registration
30 secs Cashier’s Office Personnel None

Registration 

& Plotting 

Form
Verify in the masterfile for 

outstanding balance, if any.

2 Pay the corresponding amount

Regular Students

Issue Official Receipt

Issue permit for Mid-term

Exam if full payment

2 mins Cashier’s Office Personnel

Tuition 100.00/unit; plus 

miscellaneous fees 

(P2,420.00 for new 

student & P2,300.00 for 

old student)

Registration 

Form

Scholars

Verify from the List of 

Scholars /  Issue Official 

Receipt

2 mins

Based on the 

Scholarship privileges

Stamp "ENROLLED" in the 

registration forms and record 

the payments made at the 

back of the form

None

Release student's officially 

enrolled registration form
None

End of Transaction



COLLECTION OF PAYMENT ïISSUANCE OF OFFICIAL RECEIPT FOR STUDENT'S REQUEST

Schedule of Availability of Service: 

Monday –Friday 

8:00 am –5:00 pm  

Who may Avail of the Service: Students (Old & New) 

Duration:    
How to Avail of the Service: 

Step Applicant/Client Service provider
Duration Of 

Activity (Normal)
Person In Charge Fees Form

1

Present filled out request 

form from the Registrar's 

Office 

Check documents 

presented as to 

completeness & 

accuracy & verify 

student's record

30 secs Cashier’s Office Personnel Request Form

2 Pay the corresponding fee

Transcript of Records with 

scanning
Issue Official receipt 30 secs Cashier’s Office Personnel

P80.00/ page for undergraduate; 

P80.00/ page for Graduate 

school; plus P20.00 for scanning

Request Form

Certificates (Good Moral; 

Grades; Graduate)
Issue Official receipt 30 secs

P50.00/ page for undergraduate 

and P80.00/page for Graduate 

School

Request Form

Honorable Dismissal Issue Official receipt 30 secs
P25.00 for undergraduate and 

P100.00 for Graduate School 
Request Form

Authentication and 

Verification (CAV)
Issue Official receipt 30 secs

P50.00/set (3 copies) for 

undergraduate and P80.00/set 

(3 copies) for Graduate School

Request Form

Diploma with printing Issue Official receipt 30 secs
P100.00 for undergraduate and 

P150.00 for Graduate School 
Request Form

Completion form Issue Official receipt 30 secs P50.00/ page Request form 

Entrance Exam Fee Issue Official receipt 30 secs P100.00/ student Admission Slip

Diagnostic Testing Issue Official receipt 30 secs P100.00/ student Admission Slip

Adding/changing/ dropping 

of subjects

Compute adjustment

of fees 

Issue Official Receipt          

Record adjustment 

to master file

2 mins P25.00/subject 

Adding/changi

ng/ dropping of 

subjects Form

End of Transaction



ISSUANCE OF STUDENT'S EXAMINATION PERMITS AND CLEARANCES

Schedule of Availability of Service: 

Monday –Friday 

8:00 am –5:00 pm  

Who may Avail of the Service: 

Students (Currently Officially Enrolled)

Duration:    

How to Avail of the Service: 

Step Applicant/Client Service provider
Duration Of 

Activity (Normal)
Person In Charge Fees Form

1
Present registration 

form

Verify student's record 

of accounts
20 secs. Cashier’s Office Personnel

Registration 

Form

If with outstanding 

balance, pay the 

corresponding 

amount

Accept payment and 

issue Official Receipt
2 min Cashier’s Office Personnel

Record payments 

received
Cashier’s Office Personnel

Issue Examination 

permit & sign clearance 

of the student

Student Affair Service Staff

If no outstanding 

balance 

Issue Examination 

permit & sign clearance 

of the student

15 secs. Student Affair Service Staff

End of Transaction



COLLECTION OF PAYMENT ïISSUANCE OF OFFICIAL RECEIPT (MANUAL) 

Schedule of Availability of Service:   Monday –Friday 8:00 am –5:00 pm  

Who may Avail of the Service: Bidders and Other Clients

Duration:    

How to Avail of the Service: 

Step Applicant/Client Service provider
Duration Of 

Activity (Normal)
Person In Charge Fees Form

1

Present accomplished/filled 

out Order of Payment from 

Accounting Office

Examine request 

forms & other 

requirements as 

to completeness 

& accuracy 

1 min

Cashier’s Office

Personnel
Order of 

Payment

2 Pay the corresponding fee

Rental or hire of equipment 

and/or facilities

Issue Official 

Receipt
1 min

Cashier’s Office

Personnel

Based on the existing rate of rental of 

facilities

Order of 

Payment

Eligibility Fee
Issue Official 

Receipt
1 min P1000.00 per bidder

Order of 

Payment

Bidding Document
Issue Official 

Rece ipt
1 min

For Infra:

Order of 

Payment

P500  - 500,000 and below

P1000  - 500,000 to 1M project cost 

P5000  - 1M to 5M project cost

P10000  - 5M to 10M project cost

For Goods and Services:

P500  - 500,000 and below

P1000  - 500,000 to 1M project cost 

P5000  - 1M to 5M project cost

P10000  - 5M to 10M project cost

Bid Security
Issue Official 

Receipt
1 min 1% of the project cost

Order of 

Payment

Performance Security
Issue Official 

Receipt
1 min 1% of the contract price

Order of 

Payment

End of Transaction



LIBRARY SERVICES - Application for a Library Card

Schedule of Availability of Service: 

Monday – Friday 

8:00 am – 5:00 pm  

Who may Avail of the Service: 

Students (old and new)

Duration:    

How to Avail of the Service: 

Step Applicant/Client Service provider `
Person In 

Charge
Fees Form

1

Present student's 

registration form and 

1x1 pictures with blue 

background

Check/verify registration 

form if student is officially 

enrolled and release 

library card form

2 mins Library Staff Registration Form

2

Fill up the library card 

and paste his/her 

picture. Return it to the 

library staff-incharge

Verify if form is properly 

and completely filled up
3 mins Library Staff Library Card Form

3

Sign the logbook                   

(old & new students) 

Pay fines for 2nd copy 

of library card (for old 

students)

Release library card / 

Receive payment
1 min Library Staff Php5.00 

End of Transaction



LIBRARY SERVICES - Lending of Books for Library Use ONLY

Schedule of Availability of Service: 

Monday – Friday 

8:00 am – 5:00 pm  

Who may Avail of the Service: 

Students (old and new)

Duration:    

How to Avail of the Service: 

Step Applicant/Client Service provider

Duration Of Activity 

(Under Normal 

Circumstances)

Person In 

Charge
Fees Form

1
Sign in the student log 

book

2

Consult the card 

catalogue/seek Library 

Staff assistance

Assists students' needs 2 mins Library Staff Library Card 

3
Put the library card on 

the designated box

4

Fill up the book card 

and put it in the 

designated box

End of Transaction



LIBRARY SERVICES - Lending of Books for Photocopying

Schedule of Availability of Service: 

Monday – Friday 

8:00 am – 5:00 pm  

Who may Avail of the Service: 

Students (old and new)

Duration:    

How to Avail of the Service: 

Step Applicant/Client Service provider

Duration Of Activity 

(Under Normal 

Circumstances)

Person In 

Charge
Fees Form

1
Sign in the student log 

book

2

Consult the card 

catalogue/seek Library 

Staff assistance

Assists students' needs 2 mins Library Staff Library Card 

3
Put the library card on 

the designated box

4

Fill up the book card/get 

the library card from the 

library card box and 

surrender it to the library 

staff 

File the library card and 

release book for photocpying
2 mins Library Staff Library Card 

5 If overdue, pay fines and 

sign at the logbook

Receive payment for overdue 

book and return library card 

of suspend if necessary

5 mins Library Staff

Php5.00 for the fisrt 1 

hr. and Php.50 for the 

succeeding hour

End of Transaction



LIBRARY SERVICES - Lending of Books for Lending for Overnight Use

Schedule of Availability of Service: 

Monday – Friday 

8:00 am – 5:00 pm  

Who may Avail of the Service: 

Students (old and new)

Duration:    

How to Avail of the Service: 

Step Applicant/Client Service provider

Duration Of Activity 

(Under Normal 

Circumstances)

Person In 

Charge
Fees Form

1
Sign in the student log 

book

2

Consult the card 

catalogue/seek Library 

Staff assistance

Assists students' needs 2 mins Library Staff Library Card 

3
Put the library card on 

the designated box

4

Fill up the book 

card/get the library card 

from the library card 

box and surrender it to 

the library staff 

File the library card and 

release book for 

photocpying

2 mins Library Staff Library Card 

5
If overdue, pay fines 

and sign at the logbook

Receive payment for 

overdue book and return 

library card of suspend if 

necessary

5 mins Library Staff

Php.50 for every 

hour of late returning 

of book

End of Transaction


