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1. The Project Development Officer 

prepare the project and or 
program proposal and reviewed 
by the Research Director 

 
2. The College President decides on 

the approval of the request 
 
 
3. Once the request on conduct of 

activity is approved, prepare the 
necessary documents and/or 
attachment for budget allocation 

 
4. The VPA and/or the Budget 

Officer check the availability of 
funds/budget 

 
5. The VPA and or the Budget 

Officer will decides on the 
approval of the request 

 
 
6. The CRD will send invitation to 

the participants, guest/ and or 
trainors 

 
 
7. The CRD conducts the activity 

together with the invited 
guest/speaker and or the trainors 

 
8. After the activity, the CRD 

process the evaluation results 
and prepare report 
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