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 Expected No. of 

Participants

Ingress Time

Egress Time

Date 

Date

Name and 

Signature of 

OVCCA Staff

Data Privacy Notice: By accomplishing this form, you express your consent for the UPD OVCCA to collect, record, and retrieve your personal information. The same

personal information shall be used for validation, coordination, and communication purposes in relation to your request for OVCCA services. It shall be retained in our

records for one year or until it is deemed necessary and shall be treated in accordance with the Data Privacy Act of 2012 (Republic Act No. 10173) and the UP Diliman

Privacy Policy.  It may also be disclosed to authorities for any alleged violation of law or rules of the University.                                                                                                              

Remarks

OVCCA Service Form No. ___ (Rev. 2023)

3. Initial Review and Recommendation

Cleared to Proceed Yes

Academic Oval

Lagoon

Others, please specify:

No

Sunken Garden

Grandstand

Classification of Requesting 

Party (Check one)

Date of Activity

Purpose and Description of 

Activity

Desired Location/s

Endorsement from Head 

(For non-personal purpose)

Non-UP Individual / Entity

Others

Signature over printed name and designation

Submit copy of proof of payment and assessed form to the OVCCA.

Subject to the final review and approval of the VCCA, claim Permit for the 

Use of Ground.

If applicable, submit to the OVCCA duly accomplsihed OVCCA Service Form 

No. ___.

Coordinate with concerned offices for ingress.

Letter of request addressed to the VCCA and endorsed by the 

Dean / Faculty Adviser or Head of Agency / Company

For Ingress

OFFICE OF THE VICE CHANCELLOR FOR 

COMMUNITY AFFAIRS

University of the Philippines Diliman

Email: ovcca.updiliman@up.edu.ph

Contact Number: 89818500 (VOIP 8600, 8601, 

2591)

                         Permit for the Use of Grounds

Security and Traffic Plan (if applicable)

Details of vehicles that will enter the University’s premises (if 

applicable, see OVCCA Service Form No. ____

For Students: Copy of UP ID or any valid ID and Form-5 of 

representative

Requirements
Date Received:

Instruction to Requesting Party

Subject to the initial review and clearance to proceed from the VCCA, seek 

assessment from the following offices (whichever is applicable): PABX-UMT, 

CMO, and PSSO-UPDP.

2

Proceed to the OVCCA for final assessment.

Pay the assessed fee to the UPD Cash Office.

Duly Accomplished Form

For student activities: endorsement from the OSPA and  OVCSA

Ground Plan or Layout

Program of Activities

Email requirements to the OVCCA thru ovcca.updiliman@up.edu.ph 

(Subject: REQUEST FOR USE OF GROUNDS)

Route Map (if applicable) 

For Alumni: Copy of UP Alumni ID or proof of alumni status and 

any valid ID of representative

For Non-UP Clients: Copy of valid agency or company ID of 

representative

For Egress:   Seek clearance from CMO, DEMO, and PSSO-UPDP using OVCCA 

Service Form No. ____. 

1. Details of Requesting Party

Title

2. Details of the Activity

UP Unit / Office

UP Faculty / REPS / Staff

UP Student / UP Student Organization

UP Alumni / UP Alumni Association

Contact Number

UP Mail / E-mail 

For individual, name of UP unit 

or office / non-UP entity 

Name of Requesting Party

Name of Representative 

(if applicable)

Reference Number (For OVCCA Staff):

 OVCCA-UG-2023-______



Sub-Total ₱

Endorsement 

of PABX-

UMT Head
ENGR. ALDEN JOSE 

U. AYNERA

Pcs. ₱

Weekend/Holidays: ₱ 450.00

After Office Hours: ₱ 380.00

Weekend/Holidays: ₱ 350.00

Tent (Pcs: _____) After Office Hours: ₱ 300.00

Sound System

Generator Set By the requesting party

Payloader

Endorsement 

of CMO 

Director MS. PERLITA C. RAÑA

Pax Sub-Total ₱

Endorsement 

of PSSO 

Director MR. EDGIE FRANCIS B. UYANGUREN

Hour Hour Lagoon ₱

UP Users (Commercial): ₱ 

Non-UP (Non-

Commercial):  

Non-UP (Commercial): ₱ 15,549.00

Hour

UP Users (Commercial): ₱ Security Bond (Refundable)

Non-UP (Non-

Commercial):  

Non-UP (Commercial): ₱ 

Assessment of 

OVCCA Staff
MR. SANNY BOY C. LAQUINDANUM

UP Users (Non-Commercial): 

₱ 1,375.00

UP Users (Commercial) /

'Non-UP (Non-Commercial):  

₱ 5,566.00

Non-UP (Commercial):

₱ 13,673.00

Minimum of ₱ 5,000.00 or 10% of 

rental fee (whichever is higher)

Recommendation

₱ 6,232.00

UP Users (Non-Commercial): ₱ 1,100.00

₱ 

5. Conforme to the Terms and Conditions

Electrician/Custodian Services 

(rate for every 4 hours)

Electrical Connection

Recommendation

(Requesting party must provide list of equipment to be used in the actvity)

Campus Maintenance Office (CMO)

4. Assessment and Recommendation

(Whichever is applicable to the activity)

PABX- Utilities Monitoring Team (PABX-UMT) Computation and Endorsement

Computation and Endorsement

Sub-Total

High Pruner/Telescopic Chain Saw

Property / Equipment for Rent

Barricades (₱ 200.00/pc./day)

Tables (₱ 100.00/pc./day)

Chairs (₱ 10.00/pc./day)

Rate: ₱1,000.00 for the first 4 hours and additional 

₱ 100.00 for every succeeding hour.
Hr.

Office of the Vice Chancellor for Community Affairs (OVCCA) Computation and Endorsement

Sunken Garden and Grandstand Sub-Total
UP Users (Non-Commercial): ₱ 1,573.00

Academic Oval and Other Grounds

Utility Workers (rate for every 4 hours)

Pick-up and Drop-off Arrangement

By CMO staff (Additional charge of  

₱ 200.00

Public Safety and Security Office (PSSO) Computation and Endorsement

Recommendation

Others, please specify:Police / SSB Assistance

Traffic

Security (Rate after office hours: 500.00/pax for the first 

3 hours and 100.00/pax for every succeeding hour.

Recommendation



Unit OR Number Amount Approved 

PABX-

UMT
Disapproved

CMO

PSSO

OVCC

CA

Date

Remarks:

ROEHL L. JAMON

Vice Chancellor for Community Affairs

Signature:

6. Proof of Payment 7. ACTION OF THE VCCA

Date

Printed name over signature of representative

Conforme








