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PREFACE 
 

 
The University Research Manual contains policies that define the operation of 

research undertaking in the university which include among others research 

governance, management, conduct, dissemination and utilization of outputs. Specifically 

it covers the research organizational goal and objectives, research and development 

organizational structure, classification of research,  institutional research funding 

eligibility criteria, laboratory and statistical services, incentives to faculty/staff 

researcher, penalty clause, guidelines for access of research funding support, research 

proposal development, processing and approval, commissioned or contract research by 

external funding institution, research paper presentation, research project continuity 

and sustainability, publication and presentation incentives, guidelines for holding in-

house review of research programs/projects, and procedures for holding research 

congress. 

 

This guidebook will serve as guide among researchers in the judicious and 

systematic implementation, management, evaluation and monitoring of recognized R&D 

programs, projects and studies in the university. It also contains different forms that are 

commonly use in research related activities. These forms would somehow facilitate the 

uniform and timely submission of research manuscripts  and other technical reports. 
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HISTORY OF THE UNIVERSITY OF RIZAL SYSTEM 
 

 
The University of Rizal System is a merger of two (2) state colleges and a 

University extension campus – the Rizal Polytechnic College, Rizal State College, and 
the Rizal Technological University extension campus.  The Republic Act 9157 lapsed 
into law on August 11, 2001, established a State university in the province of Rizal to 
be known as the University of Rizal System, by integrating the Rizal State College and 
its extension campuses in Angono, Binangonan, Pililla and Rodriguez, the Rizal 
Polytechnic College and its extension campus in Cainta and Rizal Technological 
University-Antipolo Annex, all in the province of Rizal.  On June 18, 2002, CHED 
Resolution No. 411-2002 was issued identifying Tanay Campus as the main campus of 
the University.  

 
 The Rizal National Agricultural School (RNAS) was established by Republic Act 
Number 1560 authored by Cong. Serafin Salvador, which was approved on June 16, 
1956.  RNAS was opened on May 27, 1959.  It was chartered as a state college on June 
24, 1983 by Batas Pambansa Bilang 622 authored by Assemblyman Frisco F. San Juan 
making it the first state college in the Province of Rizal known as Rizal College of 
Agriculture and Technology (RCAT).  RCAT was later renamed Rizal State College (RSC) 
by virtue of Republic Act 7858 sponsored by Hon. Congressman Emigdio S. Tanjuatco, 
Jr. and approved by His Excellency Fidel V. Ramos on January 21, 1995. 
 
 The College is about 67 kilometers away from Metro Manila and accessible to all 
towns of Rizal through the Manila East Road or through Marikina-Infanta highway and 
is set atop an elevation of about 1,800 feet above sea level in the Sierra Madre 
Mountain range and is overlooking the scenic Laguna Lake and the surrounding lake 
towns. 
 
 Rizal Polytechnic College was first established as Morong High School on August 
16, 1944.  It was converted into Morong National High School on August 20, 1976 and 
to Morong National Comprehensive School on March 30, 1977.  With the integration of 
Tomas Claudio Memorial Elementary School, it was converted into Morong National 
Comprehensive School, later renamed Rizal Technological and Polytechnic Institute on 
August 10, 1983 through Batas Pambansa Bilang 469.  RTPI became a state college, the 
Rizal Polytechnic College on March 1, 1995 through Republic Act 7933.  Through Board 
of Trustees Resolution No.06-13-98 dated February 12, 1998, RPC Cardona Research 
Extension was established.   
 
 At present the University operates with 10 campuses in the Province of Rizal,  

namely: URS Angono, Antipolo, Binangonan, Cainta, Cardona, Morong, Pililla, 

Rodriguez, Tanay and Taytay.  It offers complete education from Kindergarten to 

Graduate School.  The University implements a number of academic programs in the 

doctorate, masters, baccalaureate, non-degree and short-term courses.  It also provides 

research, extension and production services as well as establishment of centers.  The 

existence of the University caters to the needs of the stakeholders within and nearby 

provinces. 
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UNIVERSITY CHARTER 
(Republic Act No. 9157) 

 
 

“An Act Establishing the University of Rizal System by Integrating the Existing 
State Colleges in the Province of Rizal and the Rizal Technological University- 

Antipolo Annex Appropriating Funds Therefor and For Other Purposes” 
 

 Be it enacted by the Senate and House of Representatives of the Philippines in 
Congress assembled: 
 

Section 1.  There is hereby established a State university in the Province of 
Rizal to be known as the University of Rizal System hereinafter referred to as the 
University, by integrating the Rizal State College and its extension campuses in Angono, 
Binangonan, Pililla and Rodriguez, the Rizal Polytechnic College and its extension 
campus in Cainta and the Rizal Technological University – Antipolo Annex, all in the 
Province of Rizal.  The main campus of the University shall be determined by the 
Commission on Higher Education. 

 
Section 2. The University shall primarily offer higher professional and technical 

instructions and training in science and technology and promote research, extension, 
and production services, advanced studies and specialized training in all fields deemed 
relevant to the development goals of the Province of Rizal. 

 
Section 3. A reasonably-sized laboratory school shall be allowed to remain and 

operate subject to the maintenance of a College of Education within the University.  
Likewise, the University may adopt public elementary and secondary schools in the 
Province of Rizal to serve as pilot centers for innovative teaching and learning 
strategies and approaches so operated and maintained under an appropriate 
memorandum of agreement between the University and the Department of Education, 
Culture and Sports (DECS). 

 
Section 4. The University may open new branches/annexes in consortium with 

other academic institutions only within the Province of Rizal. 
 
Section 5. The governing body of the University shall be the Board of Regents, 

hereinafter referred to as the Board, which shall be composed of the following: 
 
(a) The chairman of the Commission on Higher Education (CHED) chairman; 

 
(b) The president of the University, vice-chairman; 

 
(c) The chairman of the Committee on Education, Culture and Arts of the Senate 

or his/her representative, member; 
 

(d) The chairman of the Committee on Higher and Technical Education of the 
House of Representatives or his/her representative, member; 
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(e) The regional director of the National Economic and Development Authority 
(NEDA), member; 
 

(f) The regional director of the Department of Science and Technology, 

member; 

 

(g) The president of the federation of faculty associations of the University, 
member; 
 

(h) The president of the federation of student councils or the student 
representative elected by the federation of student councils of the 
University, member; 
 

(i) The president of the federation alumni associations of the University, 
member, and; 
 

(j) Two (2) prominent citizens who have distinguished themselves in their 
professions or in their specializations, member; 
 

The two (2) prominent citizens shall be chosen from among the list of at 
least five (5) qualified persons in the Province of Rizal, as recommended by a 
search committee constituted by the University president in consultation with 
the chairman of CHED based on normal standards and qualifications for the 
position. 

 
The term of office of the representatives of the federations of faculty 

associations, student councils and alumni associations shall be coterminous 
with their respective term of office. 

 
For the purpose of the provisions of this section, the associations of 

faculty, alumni, and student councils in each branch of the University shall 
organize themselves to form their respective federations, which in turn shall 
elect their federation officials; 

 
The two (2) prominent citizens shall serve for a term of two (2) years. 
 

Section 6.  The Board shall promulgate and implement policies in accordance 
with the declared policies one education and other pertinent provisions of the 
Philippine Constitution on education, science and technology, arts, culture and sports 
as well as the policies, standards and thrusts of the CHED under Republic Act No. 7722. 

 
Section 7.  The Board shall have the following specific powers and duties in 

addition to its general powers of administration and the exercise of all the powers 
granted to the Board of Directors of a corporation under existing laws. 

 
(a) To enact rules and regulations not contrary to law as may be necessary to 

carry out the purposes and functions of the State University; 
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(b) To receive and appropriate all sums as may be provided, for the support of 
the University in the manner it may determine, in its discretion, to carry out 
the purposes and functions of the University; 
 

(c) To receive in trust legacies, gifts and donations of real and personal 

properties of all kinds and to administer and dispose the same when 

necessary for the benefit of the University and subject to the limitations, 

directions and instructions of the donors, if any.  Such donations shall be 

exempt from the donor’s tax and the same shall be considered as allowable 

deductions from the gross income of the donor, in accordance with the 

provisions of the National Internal Revenue Code, as amended; 

 

(d) To fix tuition fees and other necessary school fees and charges such as, but 
not limited to, matriculation fees, graduation fees, and laboratory fees, as the 
Board may deem proper to impose after due consultations with the involved 
sectors. 
 

Such fees and charges, including government subsidies and other 
incomes generated by the University, shall constitute special trust funds and 
shall be deposited in any authorized government depository bank, and all 
interests that shall accrue therefrom shall form part of the same funds for 
the use of the University. 
 

Any provision of existing laws, rules and regulations to the contrary, 
notwithstanding, any income generated by the University from tuition fees 
and other charges, as well as from the operation of the auxiliary services and 
land grants, shall be retained by the University, and may be disbursed by the 
Board for instruction, research, extension, or other programs/projects of the 
University.  Provided, that all fiduciary fees shall be disbursed for the 
specific purposes for which they are collected. 
  

If for reasons beyond its control, the University shall not be able to 
pursue any project for which funds have been appropriated and allocated 
under its approved program of expenditures, the Board may authorize the 
use of said funds for any reasonable purpose which, in its discretion may be 
necessary and urgent for the attainment of the objectives and goals of the 
University. 
 

(e) To adopt and implement a socialized scheme of tuition and school fees for 
greater access to poor but deserving students; 
 

(f) To authorize the construction or repair of its buildings, machineries, 
equipment and other facilities, and the purchase and acquisition of real and 
personal properties, including necessary supplies, materials and equipment.  
Purchases and other transactions entered into by the University through the 
Board shall be exempt from all taxes and duties; 
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(g) To appoint upon recommendation of the president of the University, vice-
presidents, deans, directors, heads of departments, faculty members and 
other officials and employees; 
 

(h) To fix and adjust salaries of faculty members and administrative officials and 
employees subject to the provisions of the Revised Compensation and 
Position Classification System and other pertinent budget and compensation 
laws governing hours of service, and such other duties and conditions as it 
may deem proper, to grant them, at its discretion, leave of absence under 
such regulations as it may promulgate, any provisions of existing law to the 
contrary notwithstanding; and to remove them for cause in accordance with 
the requirements of due process of law; 

 
(i) To approve curricula, institutional programs and rules of discipline drawn 

by the administrative and academic councils as herein provided; 
 

(j) To set policies on admission and graduation of students; 

 

(k) To award honorary degrees upon persons in recognition of outstanding 
contributions in the fields of education, public service, arts, science and 
technology, or in any field of specialization within the academic competence 
of the University; and to authorize the awarding of certificates for 
completion of non-degree and non-traditional courses; 

 
(l) To absorb non-chartered tertiary institutions within the Province of Rizal in 

coordination with the CHED and in consultation with the Department of 
Budget and Management, and to offer therein needed programs or courses, 
to promote and carry out equal access to educational opportunities 
mandated by the Constitution; 

 
(m) To establish research and extension centers where such will promote the 

development of the University; 
 

(n) To delegate any of its powers and duties provided for hereinabove to the 

president and/or other officials of the University as it may deem appropriate 

so as to expedite the administration of the affairs of the University; 

 

(o) To delegate any of its powers and duties provided for hereinabove to the 

president and/or other officials of the University as it may deem appropriate 

so as to expedite the administration of the affairs of the University; 

 

(p) To authorize an external management audit of the institution, to be financed 

by the CHED and to institute reforms, including academic and structural 

changes, on the basis of the audit results and recommendations; 

 

(q) To collaborate with other governing boards of State colleges and 

universities within the province or region, under the supervision of the 
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CHED in consultation with the Department of Budget and Management 

(DBM), the restructuring of the University to become more efficient, 

relevant, productive and competitive; 

 

(r) To enter into joint ventures with business and industry for the profitable 

development and management of the economic assets of the University, the 

proceeds of which will be used for the development and strengthening of the 

University; 

 

(s) To develop consortia and other forms of linkages with local government 

units, institutions and agencies, both public and private, local and foreign, in 

furtherance of the purposes and objectives of the University; 

 

(t) To develop academic requirements for institution capability building with 

appropriate institutions and agencies, public and private, local and foreign, 

and to appoint experts, specialists as consultants, or visiting or exchange 

professors, scholars, researchers, as the case may be; 

 

(u) To set up the adoption of modern and innovative modes of transmitting 

knowledge such as the use of information technology, the dual system, open 

learning, community laboratory, etc., for the promotion of greater access to 

higher education; 

 

(v)  To establish policy guidelines and procedures for participative decision-

making and transparency within the University; 

 

(w) To privatize, where most advantageous to the institution, management 

and non-academic services such as health, food, building or grounds or 

property maintenance and similar such other activities; and 

 

(x) To extend the term of the president of the University beyond the age of 

retirement but not later than the age of seventy (70) whose performance has 

been unanimously rated as outstanding and upon unanimous 

recommendation by the search committee; 

 

Section 8.  The Board of Regents shall regularly convene at least once every 

quarter.  The chairman of the Board of Regents may call a special meeting whenever 

necessary:  Provided, That members are notified in writing at least three (3) days prior 

to said meeting. 

 

A majority of all members holding office shall consist a quorum for board 

meetings:  Provided, That the chairman of the Board, or the president of the University 

is among those present in the meeting. 
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In the absence of the chairman of the CHED, a commission of the CHED, duly 

designated by him, shall represent him in the meeting:  Provided, however, That during 

this meeting, the president of the University as vice-chairman shall be the presiding 

officer:  Provided, further, That this proviso notwithstanding, the chairman of the 

CHED is hereby authorized to designed a CHED commissioner as the regular chair of 

the Board of Trustees, in which case said CHED commissioner shall as act as the 

presiding officer. 

 

The members of the Board shall not receive compensation but shall be 

reimbursed for necessary expenses incurred in their attendance of meetings or in 

connection with their official business authorized by resolution of the Board, subject to 

pertinent existing laws and regulations. 

 

Section 9.  The administration of the University shall be vested in the president 

of the University who shall render full-time service.  He shall be appointed by the 

Board upon recommendation of the Committee on Higher Education, in consultation 

with a duly constituted search committee.  He shall have a term of four (4) years and 

shall be eligible for reappointment for another term:  Provided, however, That this 

proviso notwithstanding, in order to effect a smooth transition to a university, the 

chairman of the CHED shall appoint an officer-in-charge pending the appointment of 

the first University president. 

 

In case of vacancy in the office of the president by reason of death, resignation, 

incapacity of the president to perform the functions of his office, the Board shall have 

authority to designate an officer-in-charge of the University pending the appointment 

of a new president. 

 

In case of vacancy in the office of the president as mentioned in the immediately 

preceding paragraph, his successor shall hold office for the unexpired term.  If the 

successor shall serve for a period of more than two (2) years, then such shall be 

considered as one full term for the successor. 

 

The powers and duties of the president of the University, in addition to those 

specifically provided in this Act, shall be those usually pertaining to the office of the 

president of similar universities. 

 

The salary of the president of the University shall be in accordance with the 

Revised Compensation and Position Classification System and shall be comparable to 

that being received by similar educational institutions of like enrollment and standing. 

Section 10.  There shall be administrative council consisting of the president of 

the University as chairman, the vice-president(s), deans, directors and other officials of 

equal rank as members whose duty is to review and recommend to the Board policies 
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governing the administration, management and development planning of the 

University. 

 

Section 11.  There shall be an academic council consisting of the president of 

the University, as chairman, the vice-president(s) and all members of the instructional 

staff with the rank of not lower than assistant professor, as members. 

 

The academic council shall have the power to prescribe curricular offerings 

subject to the approval of the Board.  It shall fix the requirements for admission to the 

University, as well as for graduation and the conferring of degrees, subject to review 

and/or approval by the Board through the President of the University.  It shall also 

have the disciplinary powers over the students through the president within the limits 

prescribed by the rules of discipline, as approved by the Board. 

 

Section 12.  There shall be a secretary of the University who shall be appointed 

by the Board upon recommendation of the president of the University.  He shall also be 

the secretary of the Board and shall keep such records of the University as may be 

determined by the Board. 

 

Section 13.  The Treasurer of the Philippines shall be the ex officio Treasurer of 

the University. 

 

Section 14.  No student shall be denied admission to the University by reason of 

sex, nationality, religion or political affiliation. 

The University shall provide a scholarship program and other affirmative action 

programs to assist poor but deserving students to qualify for admission to the 

university. 

 

Section 15. No religious opinion or affiliation shall be a matter of inquiry in the 

appointment of faculty members of the University.  Provided, however, That no 

member of faculty shall teach for or against any particular church or religious sect. 

 

Section 16. On or before the fifteenth (15th) day of the second month after the 

opening of the regular classes each year, the Board shall file with the Office of the 

President of the Philippines, through the Chairperson of the CHED and to both Houses 

of Congress, a detailed report on the progress, conditions and needs of the University. 

 

Section 17.  All the assets, fixed and movable, personnel and records of the 

Rizal State College and its extension campuses in Angono, Binangonan, Pililla and 

Rodriguez, the Rizal Polytechnic College and its extension campus in Cainta and the 

Rizal Technological University, Antipolo Annex as well as liabilities or obligations are 

hereby transferred to the University of Rizal System:  Provided, That the positions, 

rights and security of tenure of personnel therein employed under existing laws prior 
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to absorption by the University are not impaired:  Provided, further, That the 

incumbents of the positions shall remain in the same status until otherwise provided 

by the Board.  All parcels of land belonging to the government, occupied by the Rizal 

State College and its extension campuses in Angono, Binangonan, Pililla and Rodriguez, 

the Rizal Polytechnic College and its extension campus in Cainta and the Rizal 

Technological University – Antipolo Annex shall be declared the property of the 

University of Rizal System and shall be titled under that name:  Provided, furthermore, 

That should the University cease to exist or be abolished or such parcels of land 

aforementioned be no longer needed by the University, the same shall be transferred 

to the Province of Rizal.  However, the provincial government of Rizal can only utilize 

such land for its equivalent monetary values) for higher education purposes as 

mentioned in this Act. 

 

Section 18. All accounts and expenses of the University shall be audited by the 

Commission on Audit or its duly authorized representative. 

Section 19.  The heads of bureaus and offices of the national government are 

hereby authorized to loan or transfer upon request of the president of the University, 

such apparatus, equipment or supplies as may be needed by the University and to 

detail employees for duty therein when in the judgment of the bureau or office, such 

apparatus, equipment, supplies or services of such employees can be spared without 

serious detriment to the public service.   Employees so detailed shall perform such 

duties as required of them by the president of the University, and the time so employed 

shall be counted as part of their regular services. 

 

Section 20. The amount necessary for the implementation of this Act shall be 

charged against the current year’s appropriations of the Rizal State College, the Rizal 

Polytechnic College and the Rizal Technological University – Antipolo Annex.  

Thereafter, such sums as may be necessary for the continued operation and 

maintenance of the University of Rizal System shall be included in the annual General 

Appropriations Act.   

 

Section 21.  Sections 1, 4 and 22 of Republic Act No. 8365 are hereby repealed.  

All other laws, presidential decrees, executive orders, rules and regulations contrary or 

inconsistent with the provisions of this Act are hereby repealed, amended, or modified 

accordingly. 

 

Section 22.  Within a period of one (1) school year after the approval of this Act, 

the CHED is hereby empowered to define and design the process of reorganization and 

restructuring of the University. 

 

Section 23.  If for any reason, any part or provision of this Act is declared 

invalid or unconstitutional, the remaining parts or provisions not affected thereby shall 

remain in full force and effect. 
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Section 24.  This Act shall take effect fifteen (15) days upon publication in the 

Official Gazette. 

 

 

Approved. 

 

 

 

(SGD.) AQUILINO Q. PIMENTEL, JR       (SGD.) FELICIANO BELMONTE, JR. 

President of the Senate Speaker of the House of Representatives 

 

 

 

 This Act which originated in the House of Representatives was finally passed by 

the House of Representatives and the Senate on June 7, 2001 and June 7, 2001 

respectively. 

 

 

 

(SGD.) LUTGARDO B. BARBO (SGD.) ROBERTO P. NAZARENO 

Secretary of the Senate Secretary General 

 House of Representatives 

 

APPROVED: 

 

 

GLORIA MACAPAGAL-ARROYO 

President of the Philippines 

 

___________________________________________________ 

Lapsed into law on August 11, 2001 

Without the signature of the President,  

in accordance with Article VI, Section 27 (1) of the Constitution. 
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UNIVERSITY SEAL 
(As per Board Resolution No. 07-080-03 adopted during the Special Meeting held on December 4, 2003) 

 

 
 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 

Map of Rizal The service area and location of the University 
Rope The people from all walks of life who support and ideally 

carry the name of the University in mind, heart and in deeds 
Pillar The school as a citadel of learning providing knowledge and 

guidance developing values and shedding light on the minds 
and hearts of the learners 

Diploma The achievement for all the efforts of the students, the 
parents, the staff, Administration, the alumni and the 
community to attain quality education 

Gear The technology innovations which unify and facilitate the 
operational management of the University as a system 

Orbit Shows the continuous development of the individual as a 
learner and the University as an avenue of community 
development and nation building.  It also symbolizes 
excellence in the four-fold functions of the University as 
Instruction, Research, Community and Extension 

Leaves The aim of the University for academic excellence and 
progress.  Furthermore, it exhibits the component of 
agriculture as an instrument in the upliftment of 
productivity and the quality of life of the people 

2001 The year when Republic Act No. 9157 lapsed into law 
Globe The challenges of global education  
Wide space The prospects of the University in providing relevant and 

responsive course offerings and community service 
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UNIVERSITY OF RIZAL SYSTEM 
(As per Board Resolution No. 042-390-13 adopted during the 42nd Regular Meeting held on March 14, 2013) 

 

 
VISION 

 
The leading University in human resource development, knowledge 

and technology generation and environmental stewardship 
 
 

MISSION 
 

The University of Rizal System is committed to nurture and produce 
upright and competent graduates and empowered community through 
relevant and sustainable higher professional and technical instruction, 
research, extension and production services. 
 

CORE VALUES 

 

  R  Responsiveness 
  I  Integrity 
  S  Service 
  E  Excellence 
  S  Social Responsibility 
 

URS BRAND 

“Nurturing tomorrow’s noblest” 

 

URS BRANDING SYMBOL 

The GIANTS 

 
GOALS 

 
Quality and Excellence 

Relevance and Responsiveness 
Access and Equity 

Efficiency and Effectiveness 
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URS VECTOR 
 

 
 

BOR Resolution No. 042-390-13 

Administrative Council Resolution No. 02-007-13 

Executive Committee Resolution No. 25, Series of 2013 

(Date of Official Commencement of Use:  September 16, 2013) 
 

 In Philippine myths, a legendary figure named Bernardo Carpio is a giant.  He 

had a strength that was similar to that of Hercules of the Greek mythology.  Giants or 

commonly called as Titans were a primeval race of powerful duties and the 

descendants of Earth and Sky that ruled during the legendary golden age.  They were 

immortal beings of incredible strength and stamina and were also the first panthelon 

god and goddesses.  Giants possessed overwhelming physique and power beyond 

human capacity.  The basic form of the legend is that Bernardo Carpio, a being of great 

strength, is trapped in between two great rocks in the Mountains of Montalban.  

Accordingly, he is keeping the mountains from crashing into each other (similar to the 

Greek titan Atlas holding up the sky).  When Carpio shrugs his shoulder, an earthquake 

occurs. 
 

 As an “icon” in the URS Vector, Bernardo Carpio depicts that the enslaving 

poverty and oppressing ignorance will be replaced with freedom and happiness 

through perseverance and education.  The Giant in its colossal glory is at the center 

while lifting the word “Giants” with the name/acronym of the University written at the 

top.  The brusque and masculine demeanor of the Giant represents the excellence and 

greatness of the institution and holds the URS core values.  Giants are undefeatable and 

will always RISE to persevere odds and challenges.  The state-of-trance-expression of 

the giant bordering from rage and duress conveys the feeling of “I’ll give all my bests to 

strive Greatness and Excellence.” 
 

 “Go, Go, Go Mighty Giants!” 
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URS ORGANIZATIONAL STRUCTURE 
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CAMPUS ORGANIZATIONAL STRUCTURE 
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RESEARCH DIVISION ORGANIZATIONAL STRUCTURE 
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1. RESEARCH ORGANIZATIONAL GOAL AND OBJECTIVES 
 

 Goal :   Sustain a relevant and responsive research culture that is geared 
towards continuing quest for knowledge. 

 
  Objectives: 
 

1.1. Increase research outputs that are patented, copyrighted and published in 
refereed journals, utilized and formed part of the University’s data based 
system. 

 
1.2.  Upgrade the mode of research output knowledge - transfer through the 

adoption of non-traditional schemes. 
 

1.3. Generate research outputs that serve as input for community and industry 
development through technology creation and adoption. 

 
1.4. Uplift the quality of socio-economic status of the community and other 

stakeholders through the generated research outputs. 
 

1.5. Utilize research outputs in the crafting of ordinances and policies, bills and 
other related legislations. 

 
 

2. RESEARCH AND DEVELOPMENT ORGANIZATIONAL STRUCTURE 
 

The Research and Development Unit, headed by the Director for Research 
and Development, is under the division of the Vice-President of the Research & 
Development, Extension and Production. Under the R & D Unit are Campus 
Research and Development Offices. The University must establish Research 
Centers that will be responsible in the promotion of research and development. 
Each research center shall focus on specific thrusts and priorities in line with the 
banner programs of the University. Research Centers must have its specific 
operational guidelines. 

 
2.1 Duties and Responsibilities  

 
2.1.1 Vice-President for Research, Development, Extension and 

Production  
 

2.1.1.1 Plan and implement approved plans on research, 
extension and development in coordination with the 
other divisions and units of the College; 
 

2.1.1.2 Implement College policies, thrusts, programs and 
activities on research and development, extension, and 
production; 
 

2.1.1.3 Prepare and submit annual budgetary requirements and 
annual procurement plan of the division; 



 
The University of Rizal System Research Operations Manual 

 

P a g e  | 19 

 

“Nurturing Tomorrow’s Noblest” 
 

“Nurturing Tomorrow’s Noblest” 

 

2.1.1.4 Exercise management and supervision functions over 
personnel in the division and promote their welfare and 
development; 
 

2.1.1.5 Tap resources for the promotion of research, 
development, extension and production; 
 

2.1.1.6 Supervise and coordinate the preparation of the research 
journal, newsletter and other required reports; 
 

2.1.1.7 Initiate/ establish linkages with government and non-
government agencies on research and extension projects 
and programs; and 
 

2.1.1.8 Review and recommend for consideration research 
projects which may be funded from the research fund of 
the University.  

 
2.1.2 Director for Research 

 
2.1.2.1 Formulate, recommend policies and procedures covering 

research works, programs and projects to the Vice-
President for Research and Development, Extension and 
Production; 
 

2.1.2.2 Prepare and submit annual budgetary requirements and 
annual procurement plan of the unit; 
 

2.1.2.3 Take leadership role in terms of providing research 
training to potential researchers in the development of 
their research capabilities; 
 

2.1.2.4 Coordinate with the different colleges, schools/ centers/ 
offices in the preparation of research proposals; 
 

2.1.2.5 Provide assistance in the conduct of the researches; 
 

2.1.2.6 Recommend to the Vice-President for Research, 
Development, Extension and Production the evaluated 
project proposals of the faculty from the different 
colleges, institutes/ centers/ offices; 
 

2.1.2.7 Establish linkages with both local and national levels to 
ensure quality and responsiveness of the researches to 
current and emerging demands of society; 
 

2.1.2.8 Spearhead the dissemination of  research findings; and  
 

2.1.2.9 Spearhead the publication of research journal/ 
newsletter 
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2.1.3 Head, Campus Research & Development, Extension and  
Production  

 
2.1.3.1 Plan and implement approved plans of the unit based on 

the university strategic plans; 
 

2.1.3.2 Prepare and submit annual budgetary requirement of the 
unit; 
 

2.1.3.3 Coordinate RDEP activities in the campus; 
 

2.1.3.4 Prepare and submit progress and accomplishment 
reports of the unit; 
 

2.1.3.5 Initiate and promote RDEP activities at the campus level 
in coordination with the RDEP Division; 
 

2.1.3.6 Spearhead the evaluation of RDEP proposals and 
completed projects at the campus level; 
 

2.1.3.7 Provide assistance to faculty/ staff researchers in the 
implementation of the Policy on Intellectual Property; 
 

2.1.3.8 Assist faculty/ staff researchers in the preparation of 
proposals and facilitate submission of packaged RDEP 
projects to potential funding agencies/ organizations; 
and  
 

2.1.3.9 Sustain and strengthen existing linkages and establish 
new partnership/ collaboration on RDEP undertakings. 

 
2.1.4 Head, Statistical Center 

 
2.1.4.1. Institute Quality Control System to safeguard the 

accuracy and integrity of the results of data analysis of 
student research; 
 

2.1.4.2. Coordinate with the Office of the Research, Development, 
Extension and Production (RDEP) on the processing/ 
analysis of data of students in academic research; 
 

2.1.4.3. Propose annual budgetary requirement and annual 
procurement plan of the unit; 
 

2.1.4.4. Take leadership role in providing statistical training 
(regional/ local) to local government units, non-
government organizations, academic institutions and 
others; and  
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2.1.4.5. Collect, organize and analyze data needed by the 
University. 

 
2.1.5  Head, Sustainable Agriculture and Nature Resources Institute 

(SANRI) 
 

2.1.5.1. Work closely with the Institute Management Team in the 
formulation and implementation of programs and 
projects; 
 

2.1.5.2. Exercise management and supervisory functions over 
the activities of the Institute; 
 

2.1.5.3. Prepare and submit annual budgetary requirements and 
annual procurement plan of the Institute; 
 

2.1.5.4. Spearhead in the packaging of proposals and submission 
to potential funding agencies; and  
 

2.1.5.5. Prepare and submit periodic reports. 
 
2.1.6 Head, Environmental Education and Biodiversity Research Center 

 
2.1.6.1 Plan and implement approved programs for the center; 

 
2.1.6.2 Spearhead the conduct of advocacy, research and 

extension activities on ecology and biodiversity with the 
support of the center’s research and campus 
management team; 

 
2.1.6.3 Prepare and submit annual budgetary requirements and 

annual procurement plan of the center; 
 
2.1.6.4 Spearhead in the packaging of proposals and submission 

to potential funding agencies; 
 
2.1.6.5 Exercise management and supervisory functions over 

the activities of the center; and  
 
2.1.6.6 Prepare and submit periodic reports.  

 
2.2 University Research Advisory Committee 
 

The University Research Advisory Committee (URAC) shall be 
responsible in the final review and evaluation of the financial soundness 
of the research proposals endorsed by the Director of Research and Heads 
of Research Centers and to recommend the same for approval if found 
worth funding by the university or to endorse the same by the President 
for possible funding by external agencies. 
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The University Research Advisory Committee (URAC) shall have 
the following compositions: 

 
 
  Chair:  VP for RDEP 
  Members: VP for Academic Affairs 
    VP for Administration and Finance 
    Director for Research 
    Financial Management Officer 
    Campus Directors 
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3. CLASSIFICATION OF RESEARCH  

 
Research is an ingenious investigation, inquiry or experimentation geared 

towards the discovery and understanding of essential facts, innovation of 
accepted theories or laws based on new available information, or sensible use of 
such theories or laws. 

 
At URS, aligning to government thrust and priority which fall flagship 

programs in the different campuses dictate the diversity of research works. Thus, 
the following classifications are provided to emphasize the basic inquiries from 
the high-end applied research. 

 
3.1 By Nature: 
 

3.1.1.  Basic Research 
 

It refers to any orderly and ingenious endeavor done chiefly 
for the acquisition of new knowledge about specific and observable 
facts or phenomena without any particular use or explicit 
application. 

 
       3.1.2.  Applied Research 

 
It is a novel analysis done to acquire new knowledge that is 

specifically directed towards a particular use. 
 

3.2 By Fund Source: 
 

3.2.1.   Institutional Research 
It refers to any systematic investigation or a research work 

funded by the University of Rizal System 
        
3.2.2.  Commissioned Research (without ownership restrictions) 

It is an externally funded research. Funding may come from 
private or a government institution. 

 
3.2.3.  Commissioned Research (with ownership restrictions) 

It is an externally funded research in which the research 
result is in full control of the funding agency.  

 
That is, the faculty researchers and the university have no 

right over the data and that the function of the faculty researchers 
and the university is limited only to its conduct and analysis. 

 
Details on how the university and the faculty researchers 

will benefit from the conduct of such research should be 
stipulated very well in the MOA. 
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3.3 By Research Focal Point: 
 

3.3.1 Product Research 
A research work which focuses on the development of 

specific product in various disciplines. Meaning, the research 
work is presenting new ideas far beyond what is currently 
available and not merely a simple modification of the same 
product. 

 
3.3.2  Non-Product Research 

A systematic or research undertaking which focuses on 
socio-economic aspects or any other interdisciplinary researches 
with policy implication to the different flagship programs of the 
University. 

 
3.4 By Phase of Technology Development: 

 
3.4.1 Technology Generation 

It refers to research that focuses on a particular aspect 
affecting productivity of a single commodity. 

 
3.4.2 Technology Adaptation 

The research conducted on-site or off-site which assesses 
the existing technology’s performance, stability and replicability. 

 
3.4.3 Technology Verification 

It refers to research that intends to compare performance 
of the improved technology with the existing technology or 
practice under the present environment.  This is conducted on-site. 

 
 

4. INSTITUTIONAL RESEARCH FUNDING ELIGIBILITY CRITERIA 
 

The University of Rizal System Research Grants provides opportunities for 
faculty and staff to pursue basic and applied research projects. It shall also 
provide funds for researches in preparation for business or commercial 
implementation.  

 
4.1 Characteristics of Research Grants  

  
A grant is given to research projects that possess the following 

characteristics:  
 

4.1.1. research project is designed and controlled by, or under the 
direction of the faculty member; 
 

4.1.2. research project involves no proprietary data protected by the 
funding agency or any other agency under any contractual 
commitment to the funding agency; 
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4.1.3. any patents, inventions, copyrights or other intellectual property 
belong to the University and not to the funding agency; 
 

4.1.4. no direct or indirect reimbursement to the faculty member;  
 

4.1.5. funding agency may not restrict publication of the research 
findings by any approval or delay process; 
 

4.1.6. grant funds are not linked to achieving specific milestones; 
 

4.1.7. grant funds are made available before, not after, expenditures 
(though this may take place in periodic installments); and 
 

4.1.8. capital equipment that is purchased with grant funds belongs to 
the University and not to the funding agency. 
 

 4.2 Eligibility Criteria of Research Proponent 
 

All faculty and staff of the University, regardless of employment 
status, may apply for research grants.     

 
4.3 Research Proposals 
 

Only full blown proposals reviewed by external referees are 
eligible for research grant. 

 
4.4 Terms and Conditions 

 

4.4.1 Grant periods vary according to the approved research project 
duration or time frame.  

4.4.2 The amount of grant shall include the following items: 

 

4.4.2.1 Travel 

 

4.4.2.2 Supplies and materials 

 

4.4.2.3 Rentals  

 

4.4.2.4 Expert services (detailed)      

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            

4.4.2.5 Communication expenses 

 

   4.4.2.6 Printing and publication 

 

4.4.2.7 IPR Expenses 
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4.4.3 Grant recipient is allowed to purchase materials for use in the 

research projects subject to the usual accounting and auditing 

rules and regulations. 

4.4.4 Approved proposals shall be covered by a duly notarized 

Memorandum of Agreement between the researcher and the 

university. 

4.4.5 Any change in the schedule and manner of grant requires a written 

request and justification from the project leader. The request is 

subject for review of the VP for Research and Development, 

Extension and Production and approval of the President.  

 
 
5. LABORATORY AND STATISTICAL SERVICES 
 

Services of the Research Laboratories and Statistical Center in the 
University may be availed by the researcher in coordination with the head of 
units.  Laboratory  and statistical services fees shall be charged to the approved 
budget of the research project.  

 
 
6. INCENTIVES TO FACULTY/STAFF RESEARCHER 
 

 Incentives to faculty and staff researchers shall be in a form of an 
honorarium for research overload. 

 
Limitations 

 
Research overloads are privileges afforded by the University and shall 

therefore be subjected to the following limitations: 
 

6.1.1. Each faculty member shall be entitled to only one (1) research 
funding per year; 

 
6.1.2. Payment of research overloads shall be valid only until the total 

man-hours required for the research is fully utilized; 
 
6.1.3. Final payment shall be given only to the proponent(s) when the 

research is successfully completed, presented in the In-House 
Review, and submitted the final copy (suggestions and comments 
of evaluators had been incorporated) to the Office of the President 
through the VP for RDEP. 

 
6.1.4. Honorarium for commissioned research shall be based on the 

guidelines of the funding agencies. In cases where the funding 
agency does not provide honorarium for the researcher, the 
existing provisions for research overload shall apply. 
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7. PENALTY CLAUSE 
  

Failure to complete the research on due date, unless explicitly allowed by the 
University President, shall be construed as a violation of the research contract 
with the University. In such cases, the faculty members concerned shall jointly 
refund the entire amount allocated and used for the research project within the 
same time frame as the duration of the research project through salary 
deductions at 5% interest per term. Implementation is based on the specific 
provision stipulated in the MOA/MOU.  
 
7.1 Use of Awards and Assessment Criteria 

 Study time may be used to undertake a variety of research related 
activities. Applicants must provide evidence that the proposed sabbatical 
activity has the potential to result in one or more of the following:  

7.1.1 development of  high quality research proposal 

7.1.2 production of a research publication or other high quality research 
output 

7.1.3 enhancing the presence and reputation of the university’s research 
externally 

7.1.4 development of a high quality research culture within the 
university 

7.1.5 increasing capacity to produce high quality research grant 
proposals through research training 

 
 

8. GUIDELINES FOR ACCESS OF RESEARCH FUNDING SUPPORT 
 

8.1 Financial Resources 

Financial resources are generated through grants, donations, and 
collaborations with government agencies, local and foreign funding 
institutions, and other research agencies and councils. 

 
There are two major classifications of fund sources in support of 

research at URS. 
 

8.1.1 Internal Funding   
 

Internal fund comes from the University. This covers Maintenance 
and other Operating Expenses (MOOE) of research projects.  
Salaries of researchers are not covered by this fund.  The amount 
of internal budget must be allocated to research division of the 
University. 
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8.1.2 External Funding   
 

External fund comes from other government agencies [e.g. 
Department of Agriculture (DA), Department of Agriculture-Bureau 
of Agricultural Research (DA-BAR), Department of Science and 
Technology (DOST), Commission on Higher Education (CHED)] as 
well as foreign, private organizations, and industry partners.   

 
This type of funding which may require research in areas specified 
by the funding agency. 
 
Funding of this type may or may not have a clear counterpart of the 
university depending on the requirements of the external funding 
agency. 

 
 
9. RESEARCH PROPOSAL DEVELOPMENT, PROCESSING AND APPROVAL 
 

The University Research Advisory Committee (URAC) facilitates the 
approval of funding of research proposals.  The following are the procedures in 
the system: 

 
9.1 Guidelines for Institutional Research or Internally Funded Research  

 
9.1.1 Any faculty member who would like to conduct institutional 

research shall prepare a research proposal COMPLETE WITH 
ACTIVITY AND MAN-HOUR REQUIREMENT in line with the 
University research agenda following the suggested format.  

 
9.1.2 A research proposal shall be endorsed by the Head of the Campus 

Research Unit for presentation to the AIHR of Research Proposals 
then it shall be endorsed to the University Research Advisory 
Committee by the Research Dirctor for funding approval upon 
incorporation of all comments and recommendation of the panel 
during the review 

 
9.1.3 The University Research Advisory Committee shall have the final 

review with respect to financial soundness of all research 
proposals.  If it is worth funding, a resolution by the committee 
shall be issued for approval of the University President. 

 
9.1.4 A faculty researcher who wishes to conduct a self-funded research, 

WITHOUT ANY FORM OF SUPPORT FROM THE UNIVERSITY, shall 
pass through the same procedure IF AND ONLY IF THE FINAL 
OUTPUT WILL BE USED FOR PURPOSES INVOLVING THE 
UNIVERSITY’S NAME. 

 
9.1.5 The University President shall approve for the implementation of 

all research proposals endorsed by the University Research 
Advisory Committee through the issuance of an Office Order. A 
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Memorandum of Agreement (MOA) shall be signed between the 
research proponent(s) and the University President, in behalf of 
URS stipulating therein the duties and responsibilities of both 
parties.  

 
9.2 Guidelines for Grant-In-Aids or Externally Funded Research  

 
               9.2.1 Any research project which will be funded through grant-in-aids 

shall be submitted to the Head of the Campus Research Unit for 
endorsement to the University Research Advisory Committee for 
evaluation. If it is worth funding, a certification by the committee 
shall be issued and the University President will endorse the 
proposal to the funding agency. 

 
9.2.2 The research proposal shall be composed of parts prescribed by 

the funding agency.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
The University of Rizal System Research Operations Manual 

 

P a g e  | 30 

 

“Nurturing Tomorrow’s Noblest” 
 

“Nurturing Tomorrow’s Noblest” 

 

FLOW CHART FOR RESEARCH 
        (URS Funded, Externally Funded, & Personally Funded) 
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10. COMMISSIONED OR CONTRACT RESEARCH BY EXTERNAL FUNDING 
INSTITUTION 

 
Commissioned or contract research by external funding institution is a 

research performed in response to a need expressed by an external sponsor. 
Commissioned or contract research will be conducted for as long as it falls within 
the framework of University policies and accompanied by a Memorandum of 
Agreement; this is allowed with full recognition of the fair advantages between 
and among the faculty members involved, the university and the funding 
institution.  

 
Approval is given with the impression that the endeavor shall: 

 
10.1 stimulate innovation and can be complementary to the 

fundamental research activities being performed by the university 
and increases participation of faculty or students; 

 
10.2 assist the University in fulfilling its mission to provide service to 

the community; 
 
10.3 enhance the quality of  faculty member's teaching and research 

capabilities;  
 
10.4 provide the University with additional funds for research and other 

related improvements; and 
 
10.5 help the university build a prestigious reputation of excellence in 

research 
 
 
11. RESEARCH PAPER PRESENTATION  

 
11.1 General Provisions 
 

Only the following research outputs shall be allowed for 
oral/poster presentations in local, regional and international fora, 
congresses and conferences: 

 
11.1.1 Institutionally funded faculty research completed within the last 

three years; 
 
11.1.2 Externally funded faculty research completed within the last three 

years; 
 
11.1.3 Masteral thesis and Dissertation of faculty members who 

graduated from any of the URS Campuses offering graduate 
programs completed within the last three years;  

 
11.1.4 Masteral Thesis or Dissertation of URS Faculty/ Staff Members who 

graduated from other universities or colleges and completed 



 
The University of Rizal System Research Operations Manual 

 

P a g e  | 32 

 

“Nurturing Tomorrow’s Noblest” 
 

“Nurturing Tomorrow’s Noblest” 

 

within the last three years may be presented provided it will 
successfully pass the evaluation to be conducted by the Screening 
Committee. The committee shall compose the VP for Academic 
Affairs as Chair, Dean of Graduate School, Research Specialist of the 
discipline and Faculty Regent/Staff Organization President. 

 
The university may provide a maximum logistical support  

in the amount of ten thousand pesos (Php10,000) per paper 
presentation. However, in the event that the cost of participation 
is lower than ten thousand pesos (Php10,000), the presenter shall 
reimburse to the university the actual  cost incurred, whichever is 
lower.  

 
NOTE: For Masteral and Dissertation, if the Faculty Adviser will be 
presenting the paper of his/her advisee, a written consent from the 
original author should be secured prior to its approval. The Faculty 
Adviser may be allowed to present on official time only. 

 
11.2 Specific Guidelines in Research Paper Presentation   

 
11.2.1 Research paper for presentation shall be composed of parts 

prescribed by the organizer of the congress and conference. 
 
11.2.2 Research paper shall undergo peer evaluation during the Annual 

In-House Review of completed researches before it is endorsed by 
the President to the conference organizing body of recognized and 
reputable organizations. Except however, in cases where such 
papers (e.g. dissertation or thesis) had been peer reviewed by 
other recognized peer review systems of the university like the 
oral examination committee and others. 

 
11.2.3 Only research paper duly recognized by the university shall be 

allowed to be presented. 
 
11.2.4 In the event that the research paper  have been presented by the 

researcher  (even at the personal expense) in the regional, national 
and international congress and  conferences without the  
endorsement of the president , the University has the right to recall  
the paper and it shall not earn any credit for the proponent.  

 
 11.3 Equity Share 

The knowledge, skills, efforts and time of the researcher(s) in the 
conceptualization, conduct and report preparation of research shall be 
accounted as the equity share of the faculty. 
 

11.4 The expenditures for the conduct including materials, generations and 
output dissemination of significant findings through oral and poster 
presentations shall be credited as the equity of the university.  

11.5 Logistic Support 
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The University shall shoulder the cost incurred in the attendance 
of the researcher(s) in the oral and poster presentation broken down as 
follows: 

 
11.5.1 All accepted papers for oral or poster presentation at a given time 

shall be given financial support which shall include registration fee, 
travel allowance, accommodations, land/sea/air fare, travelling 
insurance, printing expenses and other authorized fees. 

 
11.5.2  In the event that the university cannot fully support the expenses 

(for local and international presentations), the university may 
assist the researcher   in looking for potential sponsors. 

 
11.5.3 Logistical support will be given once only to each presenter. 

However, co-author may also avail the same support when 
presenting the same paper in other forum/conference. 

 
11.5.4 Logistical support for International presentations will be based on 

national policies and guidelines and approval of the University 
Board of Regents.   

 
11.5.5 Participant Involvement 

Only research leader or the authorized representative will be 
authorized to present the paper in the local, regional, national and 
international fora, congresses and conferences. However, all 
authors may be allowed to attend the conference or forum if 
budget warrants or if they want to shoulder the expenses to be 
incurred.   

  
                11.5.6 Travel Report 

The researcher(s) shall submit to the President through the VP for 
RDEP a comprehensive report relative to the result of 
his/her/their participation in the oral/poster presentation.  The 
travel report should be prepared with pictures and CD. 

 
 
12. RESEARCH PROJECT CONTINUITY AND SUSTAINABILITY 

 
Research Project must be subjected to mid-implementation evaluation to 

determine whether it is feasible to be continued or to be sustained.  A Project 
Monitoring and Evaluation Committee shall be created to monitor and evaluate 
the project. The committee shall be composed of the Director for Research and 
two other members preferably from other agencies. The Committee may conduct 
another schedule of evaluation to address problems and issues unresolved 
during the regularly scheduled evaluation. (e.g. request of extension of the 
project, force majeure, breach of contract/agreement by partner 
agencies/organization.)  
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13. PUBLICATION AND PRESENTATION INCENTIVES 
 

The following incentive rates shall be applied to any paper published or 
presented. 
 
13.1. Paper Presentation (recognized faculty/staff researches)  
 

PRESENTATION LEVEL AMOUNT OF INCENTIVE 

       Level A National P 5, 000.00 
       Level B International 
         -Within the country 
         -Outside the country 
     

 
P 10, 000.00 
P 20,000.00 

 
13.2 If the paper was already given P 5,000.00 incentive for being presented in 

the National Level, it can still be given an additional P 5,000.00 incentive 
once it is presented in the International Level within the country and 
P15,000.00 if it is presented outside the country to complete the 
maximum allowable incentive. If presented already in international forum 
within the country, it can still be given P10,000.00 when presented in 
international forum outside the country.  If there are more than one 
author per paper, the co-author(s) may be allowed to present the same 
paper in other research forum. 

 
13.3. On the other hand, once the paper is given the P 10,000.00/P20,000.00 for 

being presented in the International Level within the country/outside the 
country no more incentive shall be given for the succeeding presentations. 
 

13.4. If the paper already received the maximum allowable incentive on the 
same level, it is still encouraged to be presented in any venue on official 
time only and with no corresponding monetary incentive such as travel, 
registration, accommodations.  

 
13.5. There will be no retroactive effect. 

 
13.6. Paper Publication (recognized faculty/staff researches) 

 

PUBLICATION 
AMOUNT OF 
INCENTIVE 

CONDITIONS 

Level A  
National (CHED-JASB) 

P 20, 000.00 Refereed Journal with 
existing valid (unexpired)  
CHED Accreditation 
(Reference: CHED 
Memoranda) 

Level B -International (ISI and 
other Indexed Publications) 

P 35, 000.00 Requires Verification 
Certificate Issued by the 
RDEP Office as indorsed 
by screening Committee  
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14. GUIDELINES FOR  HOLDING IN-HOUSE REVIEW OF RESEARCH 
PROGRAMS/PROJECTS 

 
14.1 The University Research and Development Office will announce call for the 

submission of concept research proposals. The submitted concept research 
proposals will be initially evaluated by the Committee created by the 
Research Office and the Committee will recommend to the Director for 
Research the Acceptance/Rejection of the submitted proposals. Authors of 
the accepted concept research proposals will be advised to prepare full-
blown proposal for presentation to the Agency-in-House Review of proposed 
research projects. 

  
14.2 The University Research and Development Office will conduct Agency-in-

House  
Review of proposed research projects. External evaluators who are experts 
in research works will be invited to act as panel during the in-house review. 
 

14.3 The Research Project Study Leader shall integrate all the suggestions given 
by the Panel of evaluators. 

 
14.4 A copy of the revised research project proposal shall be submitted to the 

University Research Advisory Committee (URAC) for funding and 
endorsement to the University President for approval. Upon approval, signing 
of the Memorandum of Agreement by and between the proponent/s and the 
University will be done before research project implementation. 

 
14.5 The Research and Development Office will conduct Agency-in-House Review 

of on-going and completed Researches at least once every year. Only reviewed 
completed researches will be endorsed by the University for presentations in 
various conferences and for publications in journals.  

 
 
15. GUIDELINES FOR HOLDING RESEARCH CONGRESS 
 

Research Congress serves as an avenue for dissemination of information, 
knowledge and technology. It shall be conducted regularly to encourage 
university personnel to actively involve themselves in research works within the 
thrusts of the University and priority needs of various stakeholders. 

 
15.1 Research Congress at the University level shall be done annually   before 

the Annual PRAISE. 
 
15.2 The papers for presentation to the University Research Congress shall be 

done with utmost publicity and circulation to encourage massive 
participation. 

 
15.3 Papers of completed research programs, projects and studies that passed 

at the University In-House Review (garnered 80 points and above) shall be 
presented in the annual Research (or RDEP) Congress at the University 
level. 
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15.4  External evaluators maybe invited during the University Research 
Congress. 

 
15.5 First place winner  in the University RDEP Congress will be recognized 

during the  University Annual PRAISE awarding ceremony.  
 

 
16. APPENDICES 

 
Appendix A 

 
GUIDELINES FOR MAN HOUR COMPUTATIONS 

 
HOURLY RATE FOR RESEARCH OVERLOAD ACCORDING TO NATIONAL BUDGET 

MEMORANDUM 103 
 

EDUCATIONAL 
QUALIFICATION 

 
HOURLY RATE FOR 

RESEARCH OVERLOAD 
 

*Constant value as per 
DBM National Budget 

Memorandum 103 dated 
May 8, 2009 (Annex A 

Part IV 40.5.2) 
 

 
SAMPLE HOURLY RATE 

COMPUTATION: 
 

S.G. 12 Step 1 (P15, 
119.00)** 

 
**as per EO 811 dated June 

17, 2009 

BACHELOR’S DEGREE 
0.0012*   x   Annual 

Salary 
0.0012 (15119x12mo)= 

P 217.7136/hour 

MASTER’S DEGREE 
0.0014*   x   Annual 

Salary 
0.0012 (15119x12mo)= 

P 253.9992/hour 

DOCTORATE DEGREE 
0.0015*   x   Annual 

Salary 
0.0012 (15119x12mo)= 

P 272.142/hour 
 

EQUIVALENCY FORMULA 
 

Formula 1 
 

NETU = (NMR x 1.5) / 18 
 

  
Formula 2 
 

IFRO = NETU/NF 
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    Whereas: 
 

NETU It is the number of equivalent teaching 
units per research man hour 

 
18 hrs/unit It is the standard number of hours 

needed per 1 unit of teaching 
 
NMR  It is the number of man hours needed 

for research as approved by the 
University 

IFRO  It is the individual faculty research 
overload 

NF  It is the number of faculty involved in 
the research 

Example:  
 

Suppose that the approved research man-hours of a project is NMR 
= 120 hours and that there are NF = 2 faculty members involved in 
the project: 

 
NETU  = (120 X 1.5)/18  

=  10 units research load 
 

IFRO  =  10units/2 faculty  
=  5 units research load per faculty involved 

 
COMPUTATION OF RESEARCH OVERLOAD PAY OR CORRESPONDING 
DELOADING 

 
Overload pay is based on the computation of the IFRO and the hourly 
rate of the faculty members involved. 

   
Research Overload Pay Per Month = (IFRO X HOURLY RATE X 4 weeks) 

 
Example:  
 
Research Overload Pay Per Month 

= (5 units x P217.7136/unit x 4 weeks)  
= P 4354.272 per month 

 
 
IMPORTANT NOTE:  
 

Note that a faculty member opting to get a teaching overload instead of a 
research overload and who is expected to render 60 teaching hours (120 hrs 
divided by 2 faculty), is paid only 3.5 units or: 
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Teaching Overload Pay for the same number of hours  
= 3.5 units x P217.7136 x 4  
= P3047.9904 per month (WHEREAS, research overload is P 4354.272/ 

month) 
 

Appendix B 
 

STANDARD MAN-HOUR REQUIREMENTS FOR RESEARCH* 
 

RESEARCH ASPECT 
MINIMUM 
MANHOUR 

AVERAGE 
MANHOURS 

MAXIMUM 
MANHOURS 

I. Proposal Preparation 
1.1 Problem 

Conceptualization 
1.2 Research Design 
1.3 Literature Review 
1.4 Framework 

Not Paid 
by the 

University 

II. Instrumentation 
2.1 Preparation of 

Instruments 
2.2 Validation 

11 
3 
 

8 

16.5 
4.5 

 
12 

22 
6 
 

16 
 

III. Data Gathering 40 50 60 

IV. Data Analysis 8 12 16 

V. Final Report 10 15 20 

TOTAL 69 93.5 118 

STANDARD ERROR OF ESTIMATES 13.5 15.5 19.7 

95% CONFIDENCE MAXIMUM 96 125 160 

*Normalized based on research proposals approved by CHED 2000 to 2008. 
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Appendix C 
 

MATRIX OF NUMBER OF MANHOUR AND EQUIVALENT UNIT OF RESEARCH LOAD 
(Computation is based on Formula 1 NETU = (NMR x 1.5) / 18) 

 

NO. OF 
MANHOUR 

Equivalent 
Research 
Load Unit 

NO. OF 
MANHOUR 

Equivalent 
Research 
Load Unit 

NO. OF 
MANHOUR 

Equivalent 
Research 
Load Unit 

NO. OF 
MANHOUR 

Equivalent 
Research 
Load Unit 

1 0.1 51 4.3 101 8.4 151 12.6 

2 0.2 52 4.3 102 8.5 152 12.7 

3 0.3 53 4.4 103 8.6 153 12.8 

4 0.3 54 4.5 104 8.7 154 12.8 

5 0.4 55 4.6 105 8.8 155 12.9 

6 0.5 56 4.7 106 8.8 156 13.0 

7 0.6 57 4.8 107 8.9 157 13.1 

8 0.7 58 4.8 108 9.0 158 13.2 

9 0.8 59 4.9 109 9.1 159 13.3 

10 0.8 60 5.0 110 9.2 160 13.3 

11 0.9 61 5.1 111 9.3 161 13.4 

12 1.0 62 5.2 112 9.3 162 13.5 

13 1.1 63 5.3 113 9.4 163 13.6 

14 1.2 64 5.3 114 9.5 164 13.7 

15 1.3 65 5.4 115 9.6 165 13.8 

16 1.3 66 5.5 116 9.7 166 13.8 

17 1.4 67 5.6 117 9.8 167 13.9 

18 1.5 68 5.7 118 9.8 168 14.0 

19 1.6 69 5.8 119 9.9 169 14.1 

20 1.7 70 5.8 120 10.0 170 14.2 

21 1.8 71 5.9 121 10.1 171 14.3 

22 1.8 72 6.0 122 10.2 172 14.3 

23 1.9 73 6.1 123 10.3 173 14.4 

24 2.0 74 6.2 124 10.3 174 14.5 

25 2.1 75 6.3 125 10.4 175 14.6 

26 2.2 76 6.3 126 10.5 176 14.7 

27 2.3 77 6.4 127 10.6 177 14.8 

28 2.3 78 6.5 128 10.7 178 14.8 

29 2.4 79 6.6 129 10.8 179 14.9 

30 2.5 80 6.7 130 10.8 180 15.0 

31 2.6 81 6.8 131 10.9 181 15.1 

32 2.7 82 6.8 132 11.0 182 15.2 

33 2.8 83 6.9 133 11.1 183 15.3 

34 2.8 84 7.0 134 11.2 184 15.3 

35 2.9 85 7.1 135 11.3 185 15.4 

36 3.0 86 7.2 136 11.3 186 15.5 

37 3.1 87 7.3 137 11.4 187 15.6 
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38 3.2 88 7.3 138 11.5 188 15.7 

39 3.3 89 7.4 139 11.6 189 15.8 

40 3.3 90 7.5 140 11.7 190 15.8 

41 3.4 91 7.6 141 11.8 191 15.9 

42 3.5 92 7.7 142 11.8 192 16.0 

43 3.6 93 7.8 143 11.9 193 16.1 

44 3.7 94 7.8 144 12.0 194 16.2 

45 3.8 95 7.9 145 12.1 195 16.3 

46 3.8 96 8.0 146 12.2 196 16.3 

47 3.9 97 8.1 147 12.3 197 16.4 

48 4.0 98 8.2 148 12.3 198 16.5 

49 4.1 99 8.3 149 12.4 199 16.6 

50 4.2 100 8.3 150 12.5 200 16.7 
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Appendix D 
 

PROPOSED MANHOUR DISTRIBUTION FOR TRACER STUDIES 
 

SAMPLE RANGE BASED ON 50 
to 10000 POPULATION SIZE* 

Equivalent Percentage Based on 
386 samples for every 10000 

population size 

MAN HOUR 
EQUIVALENT 

386 and above 100 160 

352 385** 100 160 

318 351 91 145 

284 317 82 131 

250 283 73 117 

216 249 65 103 

182 215 56 89 

148 181 47 75 

114 147 38 61 

80 113 29 47 

50 79 20 33 

49 and below 13 20 

*Samples are derived on a 95% level of confidence and computed based on 50 to 
10000 population using the Sloven's Formula (with 385 samples for every 10000 
population) 
**The sample size is 1 sample higher than the prescribed sample size by CHED 
using the Lohr's Formula at 95% confidence level (384 samples) as applied during 
the Graduate Tracer Studies (GTS) conducted by the CHED in 2014 
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Appendix E 
 

EVALUATION SHEET FOR AIHR OF RESEARCH PROPOSALS 
          

RESEARCH PROPOSAL EVALUATION SHEET 

Study Title:  

          

Proponent/s:  

          

CRITERIA 
 

MAXIMUM 
POINTS 

RATING 

A. Technical Aspect  85 pts   
1. Significance of the Proposal  (20 pts) _______ 

•     Importance of the project  5 pts   

•    Extent of likely net benefits to be derived  5 pts   

•    Potential contribution to science, rural households, industry,                                    
commodity/sector, region, or national economy, etc  

5 pts 
  

•    Utility of R&D results 5 pts   

    

2. Technical Merit of the Proposal       

•    Objective  (12 pts) _______ 

       -   Adequacy  4 pts   

       -  Clarity  4 pts   

       -   Attainability  4 pts   

      

•    Adequacy of literature review  (13 pts) ______ 

       -  Comprehensiveness/exhaustiveness   5 pts   

       -  Currentness of the state-of-the art used  4 pts   

       -  Exhaustiveness of the prior art search on related 
technologies  

4 pts 
  

      

•    Analytical framework and methodology  (25 pts) _______ 

       -  Adequacy of analytical framework (5 pts) 5 pts   

       -  Appropriateness  of  research  design  &  statistical  tools  to  
be used   

5 pts 
  

       -  Completeness/relevance of variables  5 pts   

       -  Adequacy of data collection  5 pts   

       -  Consistency of planned activities with the research 
objectives, expected outputs, available manpower and financial 
resources  

5 pts 
 

          

3. Contribution to new knowledge  (15 pts) _______ 

•     Extent to which the expected outputs  could  help  eliminate,  
mitigate,  or prevent the problem  and  its  attendant  negative 
consequences  from  occurring  

4 pts 
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•     Significance of the expected outputs to existing 
knowledge/technologies    

4 pts 
  

•      Superiority  of  expected  outputs  to  existing knowledge / 
technologies   

4 pts 
  

•      Complementarity of the expected outputs with the interests 
of various stakeholders  

3 pts 
  

          

B. Financial Aspect                                                                                                             
  

15 pts 
_______ 

TOTAL                                                                                                                                                                                                                                                       
  

  100 pts   

 
Recommendations: 
 
(  ) Accepted without revisions 
(  ) Accepted with minor revisions 
(  ) Accepted provided major revisions are duly satisfied 
(  ) Rejected  

 
          

Rated by:  
_____________________________    

 
 

Signature over printed name     
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Appendix F 
 

EVALUATION SHEET FOR AIHR OF COMPLETED RESEARCH  
(Paper) 

 
AGENCY IN-HOUSE REVIEW 

 
Evaluation Form – Completed Research Category 

Paper Title:  

Presenter:  

 

CRITERIA 
MAXIMUM 

POINTS 
RATING 

1.  Creativity, originality and quality of work (30 pts)   

 Rationale/state of the art (to include analysis of 
the problem) 

 Objectives 

7.5 
 

7.5 

_________ 
 

_________ 

 Conceptual/analytical framework/ 
methodology 

15 _________ 

2. Significance of findings (50 pts)   

 Contribution to knowledge/S&T advancement  25 _________ 

 Relevance to national/regional development 25 _________ 

3. Manuscript/write-up (15 pts)   

 Accuracy of figures and language 5 _________ 

 Clarity and style 

 Cogency and logic 

5 
5 

_________ 
_________ 

4. Presentation  (5 pts)  _________ 

 Use of visuals 

 Mastery of topic 

  

 Ability to answer questions   

 Stage presence   

TOTAL 100 _________ 

 
Comments: 
 

 

 

 

       Evaluator: 
 

 

Signature Over Printed Name 
 
 

Date 
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Appendix G 

 
EVALUATION SHEET FOR AIHR OF COMPLETED RESEARCH (POSTER) 

 
POSTER PRESENTATION 

    

Title:  

    
Author/s:  

    

    

CRITERIA 
MAXIMUM 

POINTS 
RATING 

Content (40 pts)          

• Complete/sufficient data 10   

• Short and easily understood 10   

• Features breaktrough 10   

• Relevant to the needs 10   

Design (30 pts)      

• Originality 10   

• Clarity and visuals 10   

• Coherence of the elements presented 10   

Total Impact (30 pts)   

• Appeal and attractiveness to target clientele 30   
       

  TOTAL 100   

    
    
    
  Evaluator:  
    
  ______________________ 

  Signature over Printed Name 
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Appendix  H 
TERMINAL REPORT OUTLINE 

 
A. BASIC INFORMATION 

 
1. Program Title:   
2. Project Title: 
3. Study Title: 
4. Proponent (s): 

a. Team Leader: 
b. Members: 

5. Implementing Agency: 
a.    Lead Agency 
b. Collaborating Agency 

6. Project Duration: 
a. Exact Duration (mo/yr – mo/yr): 
b. Date MOA Signed: 
c. Date Notice To Commence Issued: 

7. Project Location: 
8. Source of Fund: 
9. Project Funding: 

a. Total Approved Budget: 
b. Total Amount Released : 
c. Actual Expenses: 

 
B. TECHNICAL DESCRIPTION 

 
1. PRELIMINARIES 

1.1. Title Page 
1.2. Acknowledgment 
1.3. Table of Contents 
1.4. Abstract 

 
2. TEXT 

2.1. Introduction 
2.2. Rationale 
2.3. Objectives 
2.4. Review of Literature 
2.5. Conceptual Framework 
2.6. Methodology 
2.7. Results and Discussion 
2.8. Summary, Conclusion, Recommendation 
2.9. Bibliography 
2.10. Appendices 
2.11. Photo Documentation 
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C. PROJECT MANAGEMENT 
 

1. Summary of Comments of Evaluators and Actions Taken by Researcher 
2. Problems Encountered and Recommendations 

a.    Technical 
b. Administrative 

3. Audited Financial Report 
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Appendix K 
 

MAN-HOUR TEMPLATE 
 

PROPOSED MAN-HOUR REQUIREMENT  
(Research) 

 
STUDY TITLE: ______________________________________________________________ 
DURATION (In Months): _______________________________________________________ 
PROPONENTS:  ______________________________________________________________ 
COLLEGE: ______________________ 
CAMPUS:___________________________ 

 

Research Aspect 
Range of Man-hour that can be 

allocated depending on the 
complexity of the study 

Man-Hour 
Requirement 

I. PROPOSAL PREPARATION 
1.1 Problem 

Conceptualization 
1.2 Research Design 
1.3 Literature Review 
1.4 Framework 

Not included in the man-hour 
distribution 

- 

II. INSTRUMENTATION 
2.1 Preparation of 

Instruments 
4 to 8*  

2.2 Validation 11 to 22*  

III. DATA GATHERING 56 to 81*  

IV. DATA ANALYSIS 11 to 22*  

V. FINAL REPORT 14 to 27*  

 
TOTAL MAN HOUR 

REQUIREMENT 
 

*Based on the 95% Confidence Maximum and Normalized based on research proposals approved by CHED 2000 
to 2008 as stipulated in the URS Research Operations Manual Approved as per BOR Resolution No. 032-283-10 
dated September 7, 2010 

 
Prepared by:  __________________ Date Prepared: _______________ 
   Name & Signature  

(Study Leader or Its Duly Recognized  
Representative) 

 
Evaluated by:  _____________________Date Evaluated: _______________ 
   Campus R & D Unit Head  

_____________________Date Evaluated: _______________ 
   Director for Research 
 
Approved by:  _____________________Date Approved: _______________ 
         VP for RDEP 
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Appendix L 
 

RESEARCH CONGRESS MECHANICS OF PRESENTATION 
 

A. FORMAT OF RESEARCH PAPER 
 

1. Not more than 10 pages including tables and figures, printed on a A4 (8.27” X 
11.69”) bond paper double-spaced, in 12 font size, in Arial Font. 

 
2. Papers should include: 

2.1 Title Page 

 Title 

 Author(s) (including designation, contact information, i.e. office tel. 
number and fax no. mobile number, and e-mail address, an asterisk must 
be placed after the name of the authors who will present the paper) 

 Duration (month and year the project started and completed) 

 Total budget 

 Funding agency/ies 

 Collaborating/ cooperating agency/ies 
 

2.2 Abstract (a 150-300 word informative digest of objectives, methodology, and 
significant findings of the paper), key words 

 
2.3 Introduction 

 
2.4 Conceptual Framework  

 
2.5 Objectives 

 
2.6 Review of Literature (this may be incorporated in the introduction) 

 
2.7 Materials and Methods 

 
2.8 Results and Discussions 

 
2.9 Summary and Conclusions 

 
2.10 Implications and Recommendations 

 
2.11 Literature Cited 

 
2.12 Table s and Figures 

 
2.13 Acknowledgement 

B. Time Limit: 10 minutes presentation and 5 minutes question and answer 
C. Summary of Results 

1. Summary of results will be based on ranks.  
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Appendix M 
 

EVALUATION CRITERIA FOR BEST FACULTY RESEARCH 
 

CRITERIA MAXIMUM 
POINTS 

RATING 

1. Impact on the Discipline 
Contribution of the research project to science and 
technology, agriculture, culture and arts, teacher 
and business education, improvement of academic 
programs, better and innovative ways, betters 
teaching materials, new knowledge/theory, 
revision of old ideas, usefulness/applicability and 
formulation of university policies. 
 

30%  

2. Relevance 
Responsiveness to the national, regional, provincial, 
local/institutional thrusts/agenda 
 

30%  

3. Research Write-Up 
Content, methodology, and organization 
 

20%  

4. Novelty of Originality 
 

10%  

5. Oral Presentation 
 

10%  

TOTAL 100%  
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