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Republic of the Philippines

IFUGAO STATE UNIVERSITY
Nayon, Lamut, Ifugao

OFFICE ORDER NO. 08 - 2011
Subject : Rules and Regulations in the Use of the University Office and
Lodging House in No. 6 Jose Abad Santos St., Capitol Hills
Subdivision, Commonwealth Avenue, Quezon City, Philippines

Date : July 12, 2011

1. In line with the vision of the university to be an ACE — Academic Centers of Excellence —,
the university administration, with the approval of the Board of Regents, decided to rent an
office and lodging house in the National Capital Region (NCR) to facilitate and support all
official business/ transactions in the area in pursuit of the university’s development goals in
Instruction, Research, Extension, Production and Administration and Governance.

2. Purpose. The rented facility shall serve as the university Office and Lodging House

A. Ifugao State University Office in the National Capital Region.

» As an extension office, it shall be furnished with the basic support equipments
and supplies to facilitate official activities and transactions in the NCR and nearby
regions. Specifically, the office shall have Telephone Line with Internet Access,
Computer, Printer, Telephone and Fax, Scanner and Xerox Copier. It shall also
have cabinets to store important and sensitive office documents;

» It shall also be managed by an Office Personnel who will work on all official
transactions for the university in the NCR and nearby regions such as but not
limited to submission and follow-up of official documents, project proposals and
all kinds of official requests, undertake procurement related activities such as
floating of canvass, issuance of PO and receiving and checking of deliveries,
among others;

B. Ifugao State University Lodging House in the National Capital Region

» As a lodging house, it shall be furnished with the basic facilities to ensure
minimum convenience of occupants such as air condition units of the major
rooms, electric fan/s of the dining and living areas, etc subject to availability of
funds;

» It shall be managed by a lodging in-charge who will collect rent payments and
issue receipts thereof, ensure proper maintenance and cleanliness of the lodging

. facility, among others.

I 3. Policies.

A. Use of the Office.
1. The extension office, its equipments and supplies must only be used for
university related functions, purposes and activities;

2. The office equipments and supplies must only be used under strict supervision
and guidance by the designated/ assigned office personnel. All university officials,
employees and students ‘may use the off ice equlpments and facilities subject to




3. Use of the office equipments, for purposes not related to the University, its
functions and operations shall be at cost/ with a fee, to wit:

a. Use of office computer (for use in typing, etc) = P10.00/ hour
) b. Own laptop computer plugged to the house = P5.00/ hour
c. Internet Access (thru office computer) . = P20.00/ hour
d. Internet access (thru WiFi in own computer) = P10.00/ hour
e. Printing costs
1. Black & White Short Bond Paper = P1.00/ page
' 2. Black & White Long Bond Paper = P1.50/ page
3. Colored Short Bond Paper = P6.50/ page
4. Colored Long Bond Paper = P7.50/ page

B. Use of the Lodging House/ Facilities.

1. The lodging house MUST be used by all university officials and employees in all
their travels on official business in the NCR area. Officials and employees maybe
exempted, upon request and approval by the university president or his
designated officer-in-charge, for the following reasons:

a. The lodging house is full and its facilities are not functioning properly;

b. The lodging house is too far from the venue of transaction that staying in
the lodging house will be more costly considering the overall lodging and
transportation (fare) costs;

2. Use of the lodging facility must be on FIRST COME FIRST SERVE basis. This
means that, all things being equal, the following occupant will be priority over the
others:

a. Those who booked in advance. Booking is completed with the advance
payment of rent fee, otherwise, there is no booking done;
b. Those who arrived first. When there are no advance booking, those who
) arrived first are to be given priority;
c. Any applicant who cannot be accommodated must not be accepted. In
extreme instances, they maybe accepted but must not expect any
convenience at all.:

' 3. Room 1 of the lodging house can only be used by university officials while Room
2 and 3 are for general use. If the users are in group, they shall be grouped
accordingly such that FEMALES are to use Room 2 while MALES are to use Room
1 or 3 and the dining halls.

4. The lodging facility CAN ONLY BE USED AT COST to raise fund to pay the
monthly rent, electricity, water, LPG, drinking water, security and parking bills/
fees and association dues. The schedule of fees to be paid are as follows:

Individual Users (ifsu employees & outsiders)= P100.00/ 6 hours
P150.00/ 9 hours
P200.00/ 24 hours

Individual Users (ifsu students)= P75.00/ 12 hours
(students must help keep the facility clean) P100.00/ 24 hours
Group Users (with own sleeping mats)= P 75.00/ 12 hours
P 100.00/ 24 hours

Wash and go transients = P10.00/ visit

5. Check-in time is from 1:00 PM to 9:00 PM while check-out time is from 6:00AM
to 12:00 Noon. Clients coming in after the check-in time may not be attended
accepted or given due course;







