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                        TARLAC STATE UNIVERSITY
OFFICE OF THE VICE PRESIDENT FOR ADMINISTRATION    	
Romulo Boulevard, San Vicente, Tarlac City
Tel. No. (045) 606-8112; Email address: vpaf@tsu.edu.ph


REQUEST TO SERVE MEALS/SNACKS (RTSM)

Title of Activity        : 
Date and Time	   : 
Venue		   : 


I. MEAL/ SNACK PARTICULARS  

	Particulars
	Quantity x Unit Cost
	Amount

	









	
	

	                                                                          Total: 
	




II. SUPPORTING DOCUMENTS CHECKLIST 
(Please check the appropriate box. At least One (1) applicable supporting document is required. Failure to submit any attachment(s) may cause delays or result in non-approval.) 

	External Meetings
(Meetings w/ Stakeholders or external guests)
	Extension Activities
(Outreach, community services, consultations)
	Student Activities
(Seminars, Trainings or student-led events)
	Personnel Activities
(Internal or External Training or workshops)
	University-Wide Event
(Campus-Wide Programs or institutional activities)
	
IGP /Specialized Projects
(Income Generating Projects or special Ventures)

	□ Notice of Meeting w/ Guest list 

	□Approved Extension Proposal (TSU-OES-SF-02) w/ at least 1 Work Order 

	□Approved GPOA & Resolution/s 
□Approved Budget Letter   

	□Approved Request/ Budget Letter 
□ Training Request Form/ Request for External Training 
□ Approved PPMP/ LIB 

	□Approved Budget Letter with PPMP 
□TSU Memorandum/ Administrative Order 
□Endorsement from the Office of the University President 
	□Hotel Reservation Form 
□ Official Receipt from the Partner-Agency 
□ MOA/MOU  

	Others:
Please Specify: 
	



Requested:			Funds Available:		Approved:
  
________________		________________ 	  __________________________
Head of Office                   Head, Budget Unit 	 	 Vice President for Administration  	
	Form No.: TSU-VPF-SF-10
	Revision No.: 05
	Effectivity Date: May 08,2026   
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