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APPENDIX F. OTHER DOCUMENTS 

 

APPENDIX F.1.  PARENT’S/GUARDIAN’S PERMIT AND WAIVER FORM 
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APPENDIX F. 2. INVENTORY LIST OF SUPPLIES 

 
DE LA SALLE UNIVERSITY 
CULTURE AND ARTS OFFICE  
INVENTORY LIST OF SUPPLIES FROM ________________ TO ___________________ 
 
NAME OF CAO GROUP 
 
1st TERM: Inventory List of Supplies  
 

        ITEMS  QTY                 DESCRIPTION           REMARKS 

    

    

    

    

 
2nd TERM:    Additional / Expended Inventory List of Supplies 
ADDITIONAL 

        ITEMS  QTY                 DESCRIPTION           REMARKS 

   For…… 

    

    

    

EXPENDED 

        ITEMS  QTY                 DESCRIPTION           REMARKS 

   Chipped  

   Ink almost gone 

    

    

 
3rd TERM: Updated List of Supplies  
ADDITIONAL 

        ITEMS  QTY                 DESCRIPTION           REMARKS 

   For…… 

    

    

    

EXPENDED 

        ITEMS  QTY                 DESCRIPTION           REMARKS 

   Chipped  

   Ink almost gone 
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APPENDIX F. 3.  INVENTORY LIST OF COSTUMES/ PROPERTY 

 
Please make separate list for costumes and properties 
 
DE LA SALLE UNIVERSITY 
CULTURE AND ARTS OFFICE  
INVENTORY LIST OF COSTUMES/PROPERTY FROM ________________ TO ________________________ 
 
NAME OF CAO GROUP 
 
1st TERM: Inventory List of Costumes /Property  
 

       ITEMS  QTY   DESCRIPTION   LOCATION          REMARKS 

    Damaged , for repair 

    Damaged, to be replaced 

    Good condition 

    Still quite good  

 
2nd TERM    : Additional / Existing Inventory List of Costumes 
 
ADDITIONAL 

       ITEMS  QTY   DESCRIPTION   LOCATION          REMARKS 

     

     

     

     

EXISTING 

       ITEMS  QTY   DESCRIPTION   LOCATION          REMARKS 

     

     

     

     

 
3rd TERM: Additional / Existing Inventory List of Costumes 
ADDITIONAL 

        ITEMS  QTY                 DESCRIPTION           REMARKS 

    

    

    

    

EXPENDED 

        ITEMS  QTY                 DESCRIPTION           REMARKS 

   Chipped  

   Ink almost gone 
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APPENDIX F.4. MINUTES OF THE MEETING 

 
Council of Company Managers 
October 3, 2005 
Minutes of the meeting 
 
Attendees: 
Ms. Jill Samodio – presiding officer   Ms. Kim Edullantes          Ms. Pam Jorolan 
Mr. Fitzjavlad Lee                               Ms. Madella de Leon        Mr. Mark Sarmiento 
Ms. Nika Lapina                                  Ms. Jad Deveza 

I. Attendance of members in seminars 
a. Ms. Samodio asked the group for the possible reasons of poor attendance in CAO-prepared seminars. 

Below were the reasons given:  
i. Conflict with other activities of the group and other organization 

ii. Some said that it was due to late relay of information 
iii. Rescheduling of the seminars is also a source of conflict 

b. Ms. Samodio also noticed that a few attended the LTTS when there was already a  make-up seminar for 
those who missed it. Below were the reasons given: 

i. The same Saturday schedule still applied within the term, so those who missed it the first time 
still cannot attend the make-up class 

ii. It was suggested to have the members view the documentation at their own available time. 
c. To solve this problem, it was suggested that seminars may be held at the groups’ rehearsal time to 

attain the desired attendance. 
II. Update on the CAO seat for student representation in the University’s policy making, particularly in the 

yearly deliberation of tuition fees and discounts. 
a. According to Ms. De Leon, a representative should submit to Chris Ngo and/or Army Padilla a letter 

regarding this concern of CAO having a seat. 
b. CAO is included in their agenda for a yearly meeting, but nobody there knows what really are the needs.  

Ms. Samodio wants this as a move from the students, and not from her, since this is mainly a student 
concern. 

c. There should be an established head of the ad hoc committee who will handle this endeavor. 
d. Election of this officer will be done next meeting.  Presentations will be needed. 

 
Prepared by: 
 
Fitzjavlad Lee 
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APPENDIX F.5.    SAMPLE OFFICER’S CONTRACT 

 
____ OFFICER’S COPY 

____ DLSU-CAO’S COPY 
 

I, (OFFICER’S NAME), of legal age fully and conditionally agree and bind myself to serve DE LA SALLE UNIVERSITY, INC. as 
(POSITION) of the (GROUP), under the auspices of the Culture and Arts Office (CAO) for the period covering SY 20__-20__, 
subject to the rights and obligations stipulated in the CAO Manual and my group’s operations manual which I have 
carefully read and understood, such policies rules and regulations as are or may be promulgated by the office from time 
to time and subject further but not limited to the following:  
 
1. I shall devote myself to the duties of a (POSITION) of the (GROUP), as set forth in the CAO Manual and group’s 

operations manual including such amendments as may hereinafter be incorporated therein, and the job description and 
standards applicable to the Culture and Arts Office. 

2. The term of this contract shall be for the period of one schoolyear, from April 18, 2006 to April 20, 2007, afterwhich this 
Contract shall automatically expire.  I shall continue to serve my duties as member and officer should I graduate before 
this contract expires. That should I be inactive with the group without any permission by the trainer and Director, I shall 
bind myself to pay for the tuition discount I have previously received for my last two terms of stay, to be fully cleared 
for graduation.  

3. I expressly warrant that, as of the signing hereof, I am not an Executive Board in any other student organization in 
DLSU-Manila and I will not do so during the existence of this agreement. Should I violate this specific provision even 
once, I fully and unconditionally agree and bind myself that I shall be dismissed from my position with and by the 
Culture and Arts Office. In consequence of and by reason of said dismissal I shall not hold the Office, its staff, trainer, 
and officers liable or answerable for the same.  

4. I will attend all meetings, practices and performances and such other related activities at which my attendance is 
required or requested; and I shall duly inform my trainer, company manager and division manager for documentations 
if I will not be available at least two (2) days before the date.  

5. The CAO Manual and my group’s operational manual and such other rules and regulations as are or may hereinafter be 
promulgated are hereby accepted as part of this Contract. It is further agreed and accepted that it is my duty to read 
and acquaint myself of the provisions of the CAO Manual and such other rules and regulations aforementioned.  

6. That my parents understand that all the performing arts trainings given by the Culture and Arts Office are for free 
except for some management and leadership/teambuilding trainings; that they allow me to join all activities (in-campus 
and off-campus) by the group for the whole SY 20__-20__, of which the officers are tasked to notify my parents 
regarding the details through a formal letter. That my parents fully understand that the school and its officers, faculty 
and staff are expected to exercise the legal diligence required for the safety and well-being of their child for the 
duration and on the place, date and time of activity as stated. This legal diligence would include oral or written 
instructions, whether given before or during the activity, would ensure my safety. That if I disregard or fail to follow 
those instructions or should act on my own, I, together with my parents, shall have no claim against the school, its 
officers, faculty/adviser/staff-in-charge/facilitator should any damage be caused or liability be incurred to property or 
person.  

7. That should I violate any of the above-mentioned duties and conditions, the Culture and Arts Office has the right to 
immediately terminate my contract, by giving me written notice thereof. 

 
BY:         BY: 
    
Trainer,  (GROUP)     (POSITION),  (GROUP) 
Date Signed      Date Signed 
Witnessed by: 
 
_________________________                   GLORIFE SAMODIO     
Officer’s Parent /Guardian     Director, Culture and Arts Office  
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APPENDIX F.6.  SAMPLE MEMBERS’ CONTRACT  

 
____ MEMBER’S COPY 

____ DLSU-CAO’S COPY 
 

I, (MEMBER’S NAME), of legal age fully and conditionally agree and bind myself to serve DE LA SALLE UNIVERSITY, INC. as 
a member of the (GROUP), under the auspices of the Culture and Arts Office (CAO) for the period covering SY 20__-20__, 
subject to the rights and obligations stipulated in the CAO Manual and my group’s operations manual which I have 
carefully read and understood, such policies rules and regulations as are or may be promulgated by the office from time 
to time and subject further but not limited to the following:  

1. I shall devote myself to the duties of a member as set forth in the CAO Manual and group’s operations manual 
including such amendments as may hereinafter be incorporated therein, and the job description and standards 
applicable to the Culture and Arts Office. 

2. The term of this contract shall be for the period of one schoolyear, from April 18, 2006 to April 20, 2007, afterwhich 
this Contract shall automatically expire. That should I graduate earlier than the expiry date of this contract, I shall 
only serve the group until my last committed active term of which I shall duly inform my trainer, company manager 
and division manager for documentation.  

IF A CHORALE MEMBER, PLEASE REVISE THE LAST SENTENCE OF THIS PROVISION TO THIS:: I shall continue to serve my 
duties as a member should I graduate before this contract expires. That should I be inactive with the group without any 
written notice to the trainer and Director, I shall bind myself to pay for the tuition discount I have previously received for 
my last two terms of stay, to be fully cleared for graduation.  

3. I will attend all meetings, practices and performances and such other related activities at which my attendance is 
required or requested; and I shall duly inform my trainer, company manager and division manager for 
documentations if I will not be available at least two (2) days before the date.  

4. The CAO Manual and my group’s operational manual and such other rules and regulations as are or may hereinafter 
be promulgated are hereby accepted as part of this Contract. It is further agreed and accepted that it is my duty to 
read and acquaint myself of the provisions of the CAO Manual and such other rules and regulations aforementioned.  

5. I am required to take a qualifying exam as a new member of the organization and should pass the said examination.   

6. That my parents understand that all the performing arts trainings given by the Culture and Arts Office are for free 
except for some management and leadership/teambuilding trainings; that they allow me to join all activities (in-
campus and off-campus) by the group for the whole SY 20__-20__, of which the officers are tasked to notify my 
parents regarding the details through a formal letter. That my parents fully understand that the school and its 
officers, faculty and staff are expected to exercise the legal diligence required for the safety and well-being of their 
child for the duration and on the place, date and time of activity as stated. This legal diligence would include oral or 
written instructions, whether given before or during the activity, would ensure my safety. That if I disregard or fail to 
follow those instructions or should act on my own, I, together with my parents, shall have no claim against the 
school, its officers, faculty/adviser/staff-in-charge/facilitator should any damage be caused or liability be incurred to 
property or person.  

7. That should I violate any of the above-mentioned duties and conditions, the Culture and Arts Office has the right to 
immediately terminate my contract, by giving me written notice thereof. 

 

BY:         BY: 
 
Trainer, (GROUP)     Member,  (GROUP) 
Date Signed      Date Signed 
Witnessed by: 
 
_________________________                    GLORIFE SAMODIO     
Member’s Parent /Guardian     Director, Culture and Arts Office  
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APPENDIX F.7.  APPLICATION FORM FOR OFFICERSHIP 

 
DE LA SALLE UNIVERSITY CULTURE AND ARTS OFFICE  
 
BASIC INFORMATION  
NAME : ______________________________     YR./ COURSE : __________________ 
YRS. REMAINING IN DLSU: ____________             THESIS TERM: __________________ 
YR/ TERM GRADUATING: ______________   
WORK EXPERIENCE  
POSITION/S BEING APPLIED FOR (according to priority): 

1. ___________________________________________________________________ 
2. ___________________________________________________________________ 
3. ___________________________________________________________________ 

NO. OF TERMS IN THE GROUP:________________________________________ 
CAO PRODUCTION/MANAGEMENT SEMINARS ATTENDED: ______________________________________________________ 
______________________________________________________________________________________________________ 
______________________________________________________________________________________________________ 
ATTENDED CAO BRIEFING AND ELECTION ORIENTATION:  ______ YES   ______ NO 
PASSED THE EB EXAMINATIONS: ______ YES  _____ NO  
ACCOMPLISHMENTS AND INVOLVEMENTS IN THE GROUP:  
_______________________________________________________________________________________________________
_______________________________________________________________________________________________________
______________________________________________________________________ 
ESSAY 
WHY DO YOU THINK YOU SHOULD BE THE (POSITION) OF THE GROUP? WHAT CAN YOU OFFER TO THE MEMBERS AND THE 
GROUP?  
_______________________________________________________________________________________________________
_______________________________________________________________________________________________________
______________________________________________________________________  
 
SIGNATURE OF APPLICANT: _____________________________________________ 
I certify that all the above information are true and correct. I understand that I will be disqualified for officership should there 
be any discrepancies in the information. 

 
 

 
 
 
 
 
 
 
 
 
 
 

TO BE FILLED UP BY THE DIRECTOR/COORDINATOR: 
 
20% Communication Skills        : _________ 
40% Leadership Potential (based on his plans, principles and actions)   : _________ 
40% Knowledge of the tasks assigned (depending on the position being applied for)  : _________ 
 
          TOTAL    : _________ 
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APPENDIX F.8.  PERFORMANCE REQUEST FORM SAMPLE  
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APPENDIX F.9.  FEASIBILITY MEETING FORM SAMPLE  
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APPENDIX F.10.  GRANTED PERFORMANCE REQUEST SAMPLE-CALL SLIP 
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APPENDIX F.11.  CONFIRMATION OF PERFORMANCE REQUEST SAMPLE-FOR CLIENTS  

 

 
 

 



 yy 

APPENDIX F.12.  PERFORMANCE REQUEST EVALUATION SHEET  
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APPENDIX F.13.  EVALUATION SHEET FOR SELF ORGANIZED SHOWS  
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APPENDIX F.14.  PRODUCTION AND MEDIA SERVICES REQUEST FORM 
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APPENDIX F.15.  PRODUCTION AND MEDIA SERVICES FEASIBILITY FORM 
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APPENDIX F.16.  PRODUCTION AND MEDIA SERVICES CONFIRMATION FORM  
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APPENDIX F.17.  PRODUCTION AND MEDIA SERVICES EVALUATION FORM 

 
 

De La Salle University – Manila Culture and Arts Office      
 

PRODUCTION AND MEDIA SERVICE REQUEST EVALUATION SHEET 

 
Dear Sir/Madam, 
 
In our pursuit of continuously improving our services, the Culture and Arts Office (CAO) is doing a survey on the performance of 
our group and the service delivery of our officers. We hope that you can help us improve the quality of our shows through your 
honest evaluation. Please return your accomplished form to the CAO-GMG VP-External or Internal or to our secretary at SPS 404. 
Thank you very much for your time. 

PLEASE ENCIRCLE THE ANSWERS USING THE SCALE: 
5-Outstanding  4-Very Satisfactory  3-Satisfactory  2-Needs Improvement  1-Poor  N/A-Not Applicable 

ABOUT THE VP-EXTERNAL/VP-INTERNAL ABOUT THE ASSIGNED GMG TEAM 

1. Reliability in terms of quality and time of service delivery 
5                 4                 3                   2                1               N/A 

 
2. Responsiveness to the needs of the Client (e.g. ability to suggest, 
negotiate, etc.) 
5                 4                 3                   2                1               N/A 
 
3. Competence in the knowledge of the booking and logistical 
components and processes 
5                 4                 3                   2                1               N/A 
 
4. Accessibility of the talent manager in case of queries and 
emergencies 
5                 4                 3                   2                1               N/A 

 
5. Courtesy in dealing with the Client 
5                 4                 3                   2                1               N/A 
 
6. Ability to effectively communicate the requirements to both the 
Client and GMG 
5                 4                 3                   2                1               N/A 

To be filled by  the VP-External/VP-Internal only: 
Title of the Show:____________________________ 
Date/TIme: ______________________ 
Venue:____________________________________ 
AVERAGE PERFORMANCE SCORE: ___________ 

 

The group arrived on time 
YES                 NO (If No, indicate the minutes delayed)______ 

 
1. Over-all Performance 
5                 4                 3                   2                1               N/A 
 
2. Artistic Inputs 
5                 4                 3                   2                1               N/A 
 
3. Team Initiative 
5                 4                 3                   2                1               N/A 

 
4. Mastery of Cues 
5                 4                 3                   2                1               N/A 

 
5. Production Design (Set, Make-up, Props, Costume) 
5                 4                 3                   2                1               N/A 

 
6. Lights Design  
5                 4                 3                   2                1               N/A 
 
7. Sound Precision 
5                 4                 3                   2                1               N/A 
 
8. Hosts’ Performance 
5                 4                 3                   2                1               N/A 

 
9. Audio-Visual Presentation/Coverage Output 
5                 4                 3                   2                1               N/A 

 
10. Desktop Publishing Output 
5                 4                 3                   2                1               N/A 
 

To be filled be the VP-External/VP-Internal only: 
Title of the Show:____________________________ 
Date/Time: ______________________ 
Venue:____________________________________ 

AVERAGE PERFORMANCE SCORE: ___________ 

 

Comments : 

 

____________________________________________________________________
____________________________________________________________ 
 
         
____________________________________   ___________________________  
Signature over Printed Name of Evaluator      Position & Dep’t/Org. 
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APPENDIX F.18.  VISITORS’ ENTRY PERMIT  
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APPENDIX F.19  RESERVATION FORM FOR SPS 5th FLR. REHEARSAL ROOM  
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APPENDIX F.20.  BUILDING GROUNDS & MAINTENANCE FORM  

 
 

 
APPENDIX F.21.  VIOLATION FORM  

 
DATE:   __________________________________ 
 
TO:  ___________________________________ 
  Company Manager, ___________________ 
 
THRU:   MS. JILL SAMODIO 
  Director, Culture and arts Office  
 
FROM:                  ___________________________________ 
  Student Artist Manager 
 
RE :  VIOLATION REPORT  
 
CC :  Trainer / File  

 
This is to notify that your group/ member _________________has incurred a violation regarding: 
____   Financial management policies      ____Production /Project Management policies  
____   Marketing Management policies   ____Process Management policies  
____   Human Resource policies                ____ Code of Ethics 
 
REMARKS:  
__________________________________________________________________________ 
__________________________________________________________________________ 
__________________________________________________________________________ 
__________________________________________________________________________ 
__________________________________________________________________________ 
__________________________________________________________________________ 
 
Please be reminded of the corresponding deductions in your group grade in the Arts Quality Assurance System and the 
Attitude and Ability grade of the officer/ member responsible.  
 
 



 hhh 

 APPENDIX F.22.  APPROVED ABSENCE FORM 
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APPENDIX F.23. REQUEST FOR ADVANCE SPECIAL EXAM 

 
APPENDIX F.24.  CALL SLIP FOR OFF CAMPUS ACTIVITIES                                                                                                             . 
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APPENDIX F.25.  USHERING REQUEST FORM 
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APPENDIX F.26.  LEARNING BY DOING ACCREDITATION FORM 

 
October 21, 2005 

 
MS. JILL SAMODIO 
Director, Culture and arts Office  
 
Dear Ms. Samodio, 
 
Greetings in St. La Salle! 
 
The (CAO GROUP) would like to apply for the accreditation in the Salesmanship/ MARKET2 Learning by Doing Program for 
the ___ term of SY ______ through selling our tickets for their artistic performances.  
 
We shall comply with the requirements as stated in the program guidelines. We also commit to submit our marketing 
plan, product positioning, target market, and other pertinent information to the students at the start of the term. 
Moreover, we shall also submit regular monthly reports of individual students’ performance indicating the following 
information and to deliver the requisite supply of products as ordered by students. Below is a sample of our ticket and a 
table indicating gross selling prices to customers, net selling prices to students, applicable mark-ups for each item and 
terms of sale, and compensation scheme.  
 

TICKETS  GROSS SELLING 
PRICE TO 
CUSTOMERS   

NET SELLING 
PRICES TO 
STUDENTS  

MARK-UP TERMS OF 
SALE 

INCENTIVE 
SCHEME 

Orchestra  P 120.00 P100.00 P20.00  Payable in 15 
days after 
receipt of 
ticket 

For every 10 
pcs. sold, 1 free 
ticket 

Balcony I       

Balcony II       

 
I will be the contact person/representative of our office for this project. Our office is at Rms. 403 or 404 Br. Connon Hall, 
and our local nos. are 702 or 737. Should you have any questions, you can call me at the abovementioned numbers. 
Hoping for your kind response on this matter. Thank you very much. 
 
 
Very truly yours,   Noted by:      Approved by:  
 
__________________  _________________    _______________ ____________  
DM-Marketing       DM-Finance     Company Manager     Trainer    
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APPENDIX F.27. SAMPLE  MONTHLY SALES REPORT 

 
GROUP NAME:  

Date Sold 
 

Seller 
(Name of 
Student)  

ID 
Number 

Subject/ 
Section 

Item 
Description  

No. of 
pcs/ 
Units  

Unit price  Total price Profit 

         

TOTAL          

 

APPENDIX F.28. ELECTRONIC MESSAGE FORM   
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APPENDIX F.29. PUSO FUNDING REQUEST FORM 

Funding Request Form 

Date of request  

Name of Organization  

Title of Activity  

Date of Activity 
 Time of 

Activity 
 

Venue of Activity  

Expected number of 
participants 

[   ] Organization-wide     [   ] College-wide    [  ]  University-side  
[   ]  Others (Please specify) 

Expected beneficiaries  

Objectives of the Activity: 
 
 
 

 

Justification:   
 
 
 
 

Details of Request 

Particulars Quantity Unit Cost Total Cost 

1.     

2.     

3.     

4.     

Total amount requested  
Note:  1. You may add additional sheets if necessary.           
           2.  Please attach official quote of the items being sponsored. 

Requested 
by: 

Name, Position, Office 
 
 
 

Noted by: 

                  
 

 Office Director / Unit Head 

 
 
 

Academic Dean  / Dean of Student Affairs 
(To be filled out by PUSO) 

Date Received by PUSO  Received by:  

Action taken: 
[   ]  Approved 
[   ]  Disapproved 

Board Resolution #  

Amount:  Date of Resolution:  

Details of Check  
Check received by:  

Date received:  
Please accomplish in quadruplicate form.  Three (3) copies to PUSO                        PUSO Form No. _____ August 2009 
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APPENDIX F.30. PERFORMANCE GRADING SYSTEM AND TUITION DISCOUNTS                                                                             . 
 

 


