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UNIVERSITY CLEARANCE
(Form B)

	Name
	
	Date
	

	Position
	
	Unit
	

	Purpose
	( Vacation  ( Maternity  ( Study  ( Special Detail  ( Secondment

	
	( Others
	
	
	Duration:
	


THE ABOVE-NAMED EMPLOYEES IS CLEARED OF MONEY & PROPERTY ACCOUNTABILITIES FROM UP MANILA AS INDICATED:

	1.a. Cleared from the unit level
	2. Cleared from property accountabilities.

	1.b. Recommended for Univ. Clearance
	

	
	
	
	
	
	

	
	Dean/Director/Head of Office
	
	
	Supply Officer V
	

	3. Cleared of Personnel matters:
	4. Cleared of Cash Accountabilities

	· Application/Form 6
	
	
	
	
	

	· Service Obligation
	
	
	
	
	

	· Time Records/COS
	
	
	
	
	

	(Admin/REPS only)
	
	
	
	
	

	
	
	
	
	
	

	
	Director, HRDO
	
	
	Chief Accountant, UPM
	

	5. APPROVED

	
	
	

	
	Vice Chancellor for Academic Affairs/Administration
	

	
	
	Date
	
	
	

	
	
	
	
	
	


-please see reverse side for Instructions-

INSTRUCTIONS
1. This clearance is one of the requirements for approval of vacation leave, study leave, special detail, secondment with a one (1) month calendar days duration and above. Likewise, this clearance is also a requirement for commutation of maternity leave.
2. The concerned employee prepares this form in four (4) copies.

3. Clearing official should indicate employee obligation or accountability (if any), or if cleared, places signature on the space provided, and the date below his/her signature.

4. The HRDO distributes copies of approved clearance as follows:

Original

-
Employee file

Duplicate
-
HRDO file

Triplicate
-
Accounting Office files

Quadruplicate
-
College/Office file

Please be guided accordingly.

NOTE: Please use green paper.
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