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I. Mandate: 
Through the Republic Act 9500, otherwise known as “the University of the Philippines 
Charter of 2008”, an act strengthening the University of the Philippines as a national 
university, a public and secular institution of higher learning and a community of 
scholars dedicated to the research for truth and knowledge as well as the 
development of future leaders.  Mandated to perform its unique and distinctive 
leadership in higher education and development.” 
 
The University of the Philippines shall: 
 
Lead in setting academic standards and initiating innovations in teaching, research 
and faculty development in philosophy, the arts and humanities, the social sciences, 
engineering, natural sciences, mathematics and technology; and maintain centers of 
excellences in such discipline and professions; 
 
Serve as a graduate university by providing advanced studies and specialization for 
scholars, scientists, writers, artists and professionals, especially those who serve on 
the faculty of state and private colleges and universities; 
 
Serve as a research university in various fields of expertise and specialization by 
conducting basic and applied research and development, and promoting research in 
various colleges and universities, and contributing to the dissemination and 
application of knowledge; 
 
Lead as a public service university by providing various forms of community, public 
and volunteer service, as well as scholarly and technical assistance to the 
government, the private sector, and civil society while maintaining its standards of 
excellence; 
 
Protect and promote the professional and economic rights and welfare of its 
academic and non-academic personnel; 
 
Provide opportunities for training and learning in leadership, responsible citizenship, 
and the development of democratic values, institutions and practice through 
academic and non-academic programs, including sports and the enhancement of 
nationalism and national identity; 
 
Serve as a regional and global university in cooperation with international and 
scientific union networks of universities, scholarly and professional associations in 
the Asia Pacific Region and round the world; and 
 
Provide democratic governance in the university based on collegiality representation, 
accountability, transparency and active participation of its constituents and promote 
the holding of fora for students, faculty and research, extension and professional staff 
(reps), administrative staff and alumni to discuss non-academic issues affecting the 
University. 
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II. Vision: 
A great university, taking a leadership role in the development of a globally 
competitive Philippines.  
 
Driven by: 
Academic excellence and operational excellence; 
 
Strong research and creative capability, supported by an expanded graduate 
program and geared to addressing the country’s problems; 
 
Excellent faculty and staff working in an environment conducive to outstanding 
performance and high productivity; 
 
The best and brightest students from across the country prepared for successful 
careers and responsive citizenship; 
 
Strong support from the alumni and other stakeholders; 
 
High visibility and effective public service; 
 
Modernized physical facilities and technological infrastructure for teaching, research 
and administration; and 
 
Financial sustainability achieved by resource generation and administrative 
efficiency, while preserving its public character. 
 

III. Mission: 
Academic Freedom 
UP has the right and responsibility to exercise academic freedom. 
 
Academic Excellence 
UP has the responsibility to maintain and enhance its high academic standards in 
the performance of its functions of instruction, research and extension, and public 
service. 
 
Commitment to National Development 
UP shall harness the expertise of the members of its community and other individuals 
to regularly study the state of the nation in relation to its quest for national 
development in the primary areas of politics and economics, among others. 
 
UP shall identify key concerns, conduct research and formulate responsive policies 
regarding these concerns, give advice and recommendations to the President of the 
Philippines, Congress, the Supreme Court, the lower courts, other government 
agencies and instrumentalities. 
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Social Responsibility 
UP is committed to serve the Filipino nation and humanity, and relate its activities to 
the needs of the Filipino people and their aspirations for social progress and 
transformation, and provide venues for student volunteerism. 
 
Democratic Access 
UP shall take affirmative steps, which may take the form of an alternative and 
equitable admissions process to enhance the access of disadvantaged students. 
 
Sports 
UP shall undertake and support comprehensive sports programs that promote 
physical education, uphold excellence and encourage competitive participation in 
sports activities, instill school identity and solidarity, cultivate pride, self-discipline and 
teamwork. 
 
Institutional and Fiscal Autonomy 
UP has the right to be treated in a manner consistent with its institutional requirements 
as the national university by the service-wide agencies in the exercise of their 
respective jurisdiction. 
 
Taking into account national goals and priorities, UP shall exclusively determine its 
teaching, research and extension thrusts, plans, policies, programs and standards, 
and on the basis of such determination, shall recommend its annual budget to the 
President of the Republic of the Philippines and Congress. 
 

IV. Service Pledge: 
Honor, excellence and democratic governance guided in decision-making: collegiality, 
representation, accountability, transparency, and active participation of the 
university’s constituents. 
 
Accessibility and responsiveness, breaking down bureaucratic walls and ensuring an 
administration accessible and responsive to its stakeholders. 
 
Innovativeness and creativity in making decisions, not bounded by traditional 
solutions.  Up shall be prepared to pursue innovative approaches in solving the 
problems and issues that confront the university. 
 
One university, guided by the spirit of oneness: common standards of excellence, 
harmonized systems, common and shared services across constituent universities, 
yet decentralized decision-making and execution.  
 
All applicants or requesting parties who are within the premises of the office prior to 

the end of official working hours and during lunch break shall be attended to. 
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I. Mandate 

The Institute of Islamic Studies was created on November 22, 1973, by Presidential Decree 
342 as an integral part of the Philippines for Advance Studies (PCAS) mandated to offer 
degree programs in Islamic Studies and renders various community services and publishing 
scholarly works. Additionally, to serve as a center for excellence for research on Islam and 
the Muslim experience in the Philippines and the region through inter-disciplinary approach.  

 

II. Vision 
 

The Institute of Islamic Studies aims to shed light on certain portions of the Philippines history 
and to place in proper perspective the role of the Islamic cultural heritage in shaping the 
Philippines and neighboring Southeast Asian countries. It also envisions that the Institute will 
serve as a meeting place for scholars interested in Islamic history and culture be within Asia 
and other parts of the world. 

 

III. Mission 
 

It aims to provide students and its clients, both Muslims and non-Muslims, an opportunity to 
participate more fully in national life and development. More specifically, it intends to create 
a deeper understanding and more rapport between the Muslims of the Philippines the rest 
of the University of the Philippines national community. 

 
Moreover, to produce graduates endowed with critical thinking and make relevant 
contributions in their respective field of expertise with high probability in gainful employment, 
pursue better lives and emulate Islamic principles on Amanah (Trust), good governance and 
mindful of one’s burden to make the world better for the generations to come. 

 

IV. Service Pledge 
 

• To provide opportunities for students, both Muslims and non-Muslims, to gain 
specialized knowledge of Islam and its social, cultural, political, and legal aspects. 
 

• To capacitate students, both Muslims and non-Muslims to further develop competence 
in Arabic as well as on various aspects of Islamic studies. 

 

• To promote national awareness regarding Muslim culture, history, and institutions, 
towards creating national unity. 

 

• To respond to the national and international issues on policies in the Philippines. 
 

• To generate more discussions and publications on the Muslims in the Philippines 
 

• To conduct lecture series whenever necessary in Islamic history, law and religion, 
including contemporary events affecting the lives of Muslim Filipinos 
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• To create deeper understanding and rapport between the Muslims of the Philippines 
and the whole community of the University of the Philippines system. 

 

• To inculcate appreciation of cultural diversity, religious pluralism, interfaith dialogue as 
a means of promoting the paradigm of inclusive education and culture. 

 

• To include women’s agenda in all phases of development geared towards 
empowerment through education and leadership training to maximize their contribution 
to the Ummah in particular and the nation in general. 

 

• To undertake commissioned researchers regarding Muslim communities, Islamic 
heritage, and compilation of data. 

 

• To translate documents from Arabic to English and vice versa and other local ethnic 
languages. 

 

• To provide extension services such as Islamic Rituals Khutbah, Prayer, Marriage, 
Paggunting and others.  

 

• Attend to all applicants or requesting parties who are within the premises of the office 
prior to the end of official working hours and during lunch break. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

8 
 

I. List of Service 

UP Institute of Islamic Studies External Services 9 

1. Arabic Language Proficiency Examination 10 

2. Translation Arabic/English/Filipino 11 

3. Translation of Philippine Muslim Languages/Dialects 12 

4. Islamic Rituals Khutbah, Prayer, Marriage, Paggunting 14 

5. Islamic Lectures, Forum, Workshop, Training and Seminars 15 

6. Islamic Consultancy 16 
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Type of Service: External 

 

1. Arabic Language Proficiency Examination 
Administering of Arabic Language Proficiency Examination (ALPE). 

Office or 
Division: 

Institute of Islamic Studies, Office of the College Secretary   

Classification: Simple  

Type of 
Transaction: 

Government to Citizen 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Duly Accomplished Form for Proficiency 
Exam  

Office of the College Secretary   

CLIENT STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Accomplish 
proficiency exam 
form manual or in 
Portable 
Document Format 
(PDF) submit 
through the IIS 
drop box or 
electronic 
submission at 
iis@up.edu.ph 

 

1. Check IIS drop box 
for manual submission 
and IIS email for 
electronic submission 
 
  1.1. Accept the Duly 
Accomplished Form 

 
  1.2. Inform and 
instruct the client 
about the next steps 
thru email 

 
  1.3. Copy furnish in 
the email: IIS library to 
prepare receiving of 
payment 

 

None 1 Hour 
Student Records 

Evaluator 
OCS 

2. Pay the 
required fee at IIS 
Library  

2. Accepts payment 
and issues official 
receipt 

PHP 
50.00 

1 Hour 
Designated 

Collecting Officer 
IIS Library 

3. Submit copy of 
OR to OCS 
through the IIS 
drop box or 
electronic 

1. Schedule date of 
proficiency exam 

None 1 Hour 
Student Records 

Evaluator 
OCS 
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submission at 
iis@up.edu.ph 

TOTAL: 
PHP 
50.00 

4 Hours   

 

Type of Service: External 

2. Translation Arabic/English/Filipino  
Translation services for documents in Arabic, English, and Filipino 

Office or 
Division: 

Institute of Islamic Studies, Research Publication and Extension Division 
(RPED) 

Classification: Highly Technical  

Type of 
Transaction: 

Government to Citizen, Government to Business, Government to 
Government 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Submit the Duly Accomplished Request 
Form  

Research Publication and Extension Division 
(RPED) 

CLIENT STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Download 
required request 
form from the IIS 
website and fill up 
the required 
request form 
manually or 
electronically.  
 

1. Check IIS drop box 
for manual submission 
and IIS email for 
electronic submission 
 
  1.1. Inform and   
instruct the client 
about the next steps 
thru email 
 
  1.2. Copy furnish in 
the email: IIS library to 
prepare receiving of 
payment 

None 1 Day 
Receiving 
Personnel 

RPED 

2. Submit the 
documents to be 
translated for 
assessment 
through the IIS 
drop box or email 
at iis@up.edu.ph 

2. Receive copy of 
documents to be 
translated 

 

None 1 Hour 
Receiving 
Personnel 

RPED 
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3. Pay the 
required fee at IIS 
Library 

3. Issue claim stub 
PHP. 

500.00 
per page 

30 Minutes 
Receiving 
Personnel 

RPED 

4. Client receives 
translated 
documents 
through the IIS 
drop box or email. 

4. Releasing 
personnel receives 
and verifies claim stub 
manually or 
electronically to return 
translated documents 
*Duration of 
translation process 
vary depending on the 
volume of materials to 
be translated 

None 1 Day  

Releasing 
Personnel 

RPED 
 

TOTAL: NONE 10 Days  

 

Type of Service: External 

 

3. Translation of Philippine Muslim Languages/Dialects 
     Translation services for documents in Philippine Muslim Languages/Dialects. 

Office or 
Division: 

Institute of Islamic Studies, Research Publication and Extension Division 
(RPED)  

Classification: Complex 

Type of 
Transaction: 

Government to Citizen, Government to Business, Government to 
Government 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Submit the Duly Accomplished Request 
Form  

Research Publication and Extension Division 
(RPED) 

CLIENT STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 
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1. Download 
required request 
form from the IIS 
website and fill up 
the required 
request form 
manually or 
electronically.  
 

1. Check IIS drop box 
for manual submission 
and IIS email for 
electronic submission 
 
1.1. Inform and 
instruct the client 
about the next steps 
thru email 
 
1.2. Copy furnish in 
the email: IIS library to 
prepare receiving of 
payment 

None 1 Day 
Receiving 
Personnel 

RPED 

 
2. Submit the 
documents to be 
translated for 
assessment 
through the IIS 
drop box or email 
at iis@up.edu.ph 

 

 
2. Receive documents 
to be translated 

 

PHP. 
500.00 

per page 
1 Hour 

Receiving 
Personnel 

RPED 

3. Pay the 
required fee at IIS 
Library 

3. Issue claim stub None 30 Minutes 
Receiving 
Personnel 

RPED 

 
4. Client receives 
translated 
documents 
through the IIS 
drop box or email  

 
4. Releasing 
personnel receives 
and verifies claim stub 
manually or 
electronically to return 
translated documents 
*Duration of 
translation process 
vary depending on the 
volume of materials to 
be translated  
 

None 1 Day 

Releasing 
Personnel 

RPED 
 

TOTAL: 
PHP. 

500.00 
per page 

7 Days  
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Type of Service: External 
 

4. Islamic Rituals Khutbah, Prayer, Marriage, Paggunting 
Performing of Islamic Rituals Khutbah, Prayer, Marriage, Paggunting 

Office or 
Division: 

Institute of Islamic Studies, Office of the Dean   

Classification: Complex  

Type of 
Transaction: 

Government to Citizen, Government to Business, Government to 
Government 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Request addressed to the 
Dean 

Requesting party  

CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

 
1. Submit letter 
of request 
through the IIS 
drop box or 
email at 
iis@up.edu.ph 
 

 
1. Check IIS drop 
box for manual 
submission and IIS 
email for electronic 
submission and 
receive letter of 
request 
 
1.1 Acknowledge 
client’s email and 
inform next steps 
 

None 1 Day RPED Personnel 

 
2. Follow up 
status of request 
through email 

2. Assign Person 
In-charge 

Honorarium 7 Days RPED Personnel 

TOTAL: NONE 
7 Days and 1 

Hour 
 

 

 

 

 

 

 

mailto:iis@up.edu.ph
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Type of Service: External 

 

5. Islamic Lectures, Fora, Workshops, Trainings and Seminars 
    Services to facilitate and organize Islamic lectures, fora, workshops and seminars. 

Office or 
Division: 

Institute of Islamic Studies, Office of the Dean   

Classification: Highly Technical  

Type of 
Transaction: 

Government to Citizen, Government to Business, Government to 
Government 

Who may avail: 
All Government Agencies, LGU’s, GOCC’s and other Government 
Instrumentalities 

CHECKLIST OF 
REQUIREMENTS 

WHERE TO SECURE 

Letter of Request addressed to 
the Dean 

Office of the Dean  

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
1. Submit letter 
of request 
through the IIS 
drop box or email 
at iis@up.edu.ph 

 

 
1. Check IIS 
drop box for 
manual 
submission 
and IIS email 
for electronic 
submission  
 

None 1 Day RPED Personnel 

 
2. Follow up 
status of request 
through email 
 

 
2. Assign 
Person In-
charge 

 

Honorarium 21 Days RPED Personnel 

TOTAL: None 22 Days  
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Type of Service: External 
 

6. Islamic Consultancy 
Processing of request for Islamic consultancy. 

Office or 
Division: 

Institute of Islamic Studies, Research Publication and Extension Division 
(RPED) 

Classification: Highly Technical  

Type of 
Transaction: 

Government to Citizen, Government to Business, Government to 
Government 
 

Who may avail: All 

CHECKLIST OF 
REQUIREMENTS 

WHERE TO SECURE 

Letter of Request addressed to 
the Head of Office 

Requesting party  

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
1. Submit letter of 
request through 
the IIS drop box 
or email at 
iis@up.edu.ph 

  

 
1. Check IIS 
drop box for 
manual 
submission 
and IIS email 
for electronic 
submission  
 

None 1 Day 
 

Receiving Personnel 
Office of the Dean 

 
2. Follow up 
status of request 
through email 
 

 

2. Assign 
Person In-
charge to 
handle 
request 

Honorarium 
as agreed 

21 Days 
Receiving Personnel 

Office of the Dean 

TOTAL: 

 
Honorarium 
as agreed 
by both 
parties 

 

22 Days  
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University of the Philippines Diliman 

CLIENT FEEDBACK FORM 

 
Unit:    ___________________________________ 
Service Requested:  ___________________________________ 

 

Instruction: Please encircle the number that corresponds to you rating. 
 
 

A. How would you rate our service/s in term of quality? 
 
1. Poor  2. Fair  3. Good  4. Very Good  5. Excellent 

 
 

B. How would you rate our service/s in terms of timeliness? 
 

1. Poor  2. Fair  3. Good  4. Very Good  5. Excellent 
 
 

C. Overall, how would you rate your experience with our service/s? 
 

1. Poor  2. Fair  3. Good  4. Very Good  5. Excellent 
 

Any suggestion/s on how we can improve our service delivery? 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
________________________________________________ 
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University of the Philippines Diliman 
CLIENT COMPLAINT FORM 

 

Unit:  _____________________________________________ 
Service Requested: ___________________________________ 

 
 

A. Name of Person being complaint: _________________________________________ 
 
B. Incident: _____________________________________________________________ 

____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________ 

 
 

C. Evidence 
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________ 

 

Contact Information of Complainant 

In order for us to give feedback on the action taken relative to your complaint, kindly 
provide us the following information: 

 
 
A. Name of Complainant:     ___________________________ 
B. Telephone Number:   ___________________________ 

     Email Address:                                    ___________________________ 
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2. List of Offices 

Office Address Contact Information 

Office of the Dean 
4th  Floor, Virata Hall, UPISSI 
Bldg., E. Jacinto St., Diliman, 

Q.C. 

 

(632) 8-981-8500 locals 3582, 
3583 

(632) 8-929-8286 
 

iis@up.edu.ph 
  

Office of the College 
Secretary 

2nd Floor, Virata Hall, UPISSI 
Bldg., E. Jacinto St., 

Diliman,Q.C. 

 

 

(632) 8-981-8500 locals 3582, 
3583 

(632) 8-929-8286 
 

iis@up.edu.ph  

Research, Publication, 
and Extension Division 

(RPED) 

3rd  Floor, UP SURP 
Bldg., E. Jacinto St., 

Diliman,Q.C. 

 

(632) 8-981-8500  
local 3584 

 
iis@up.edu.ph 

  

IIS Library 
3rd  Floor, UP SURP 
Bldg., E. Jacinto St., 

Diliman,Q.C. 

 

(632) 8-981-8500  
local 3585 

 

islamiclibrary2019@gmail.com 
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