
Citizen’s Charter Handbook Template 

Type of Service: External 

1. Request for Certificate of Academic Ranking (Institute Level) 
Request of Student for Certificate of Academic Ranking in unit level for NMAT/Medical School 
Admission Requirement 

Office or Division: 
Administration Office, National Institute of Molecular Biology and 
Biotechnology (NIMBB)  

Classification: Simple 

Type of Transaction: Government to Citizen 

Who may avail: NIMBB Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Request form 
1.1 Manual submission of Request form; 
1.2 Online form 

 
NIMBB Administrative Office; 
Go to https://tinyurl.com/23ebdvhr 

2. If not filed by NIMBB Student, please provide 
the following: 
2.1 Authorization letter from the Requesting 

Party; 
2.2 Photocopy of identification card of NIMBB 

Student; 
2.3 Identification card of authorized person  

Requesting Party 

CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Fill-out request form  1. Receive request form   
    with complete details 

None 5 Minutes 

Administrative 
Assistant 
NIMBB 

Administrative 
Office 

2. Wait for the 
issuance of 
certification 

2. Check student status 
and ranking  None 10 Minutes 

Administrative 
Assistant 
NIMBB 

Administrative 
Office 

 
2.1 Prepare certification 

after checking 
student records 

None 15 Minutes 

Administrative 
Assistant 
NIMBB 

Administrative 
Office 

 
2.2 Forward certification 

to Director’s Office 
for signing 

None 4 Hours 

Administrative 
Officer 
NIMBB 

Administrative 
Office 

 
2.3 Release to 

Requesting Party  None 

Requests 
received 

before 12:00 
noon will be 

released within 
5 Working 

Hours 

Administrative 
Assistant 
NIMBB 

Administrative 
Office 
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Requests 

received after 
12:00 noon will 

be released 
within 8 

working Hours 

TOTAL: None  2 Days  

 

 

Type of Service: External 

2. Online Request for Institute Level Certification/s (Academic 
Ranking/Enrollment/Good Moral Character/Bonafide Student) – under the 
new normal 
Request of Student for Certificate under the new normal for NMAT/Medical School Admission 
Requirement and/or as supporting document for the graduate program application to foreign 
academic Colleges/Universities  

Office or Division: 
Administration Office, National Institute of Molecular Biology and 
Biotechnology (NIMBB)  

Classification: Simple 

Type of Transaction: Government to Citizen 

Who may avail: NIMBB Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

3. Online Request form 

 

Go to  https://tinyurl.com/23ebdvhr 

4. Prepare a photo or scanned copy of UP ID for 
verification in JPEG or PDF format  

Requesting Party 

CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

3. Fill-out the online 
request form  

8. Receive request form 
with complete details. 
The Institute will send 
a confirmation email. 
Please be patient, it 
may take longer than 
usual 

None 1 Day 

Administrative 
Assistant 

NIMBB 
Administrative 

Office 

3. Wait for the 
issuance of 
certification 

3. Check student 
records  

None 15 Minutes 

Administrative 
Assistant 

NIMBB 
Administrative 

Office 

 3.1 Prepare 
certification/s after 

None 15 Minutes 
Administrative 

Assistant 
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checking student 
records 

NIMBB 
Administrative 

Office 

 

3.2 Forward 
certification to 
Director’s Office for 
signing 

None 4 Hours 

Administrative 
Officer 

NIMBB 
Administrative 

Office 

 

3.3 The Institute will 
email the digitally 
signed copy of 
requested 
certification  

None 

Request will 
be released 
within 1 Day 

 

Administrative 
Assistant 

NIMBB 
Administrative 

Office 

TOTAL: None 3 Days  

 
 

3. Request for Locker 
Request for Locker of UG and Graduate Students of NIMBB for safekeeping of academic 
supplies and materials 

Office or Division: 
Administration Office, National Institute of Molecular Biology and 
Biotechnology (NIMBB) 

Classification: Simple 

Type of Transaction: Government to Citizen 

Who may avail: NIMBB Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Registration form for Locker NIMBB Administrative Office 

2. Proof of identification Requesting Party 

3. Lock and locker combination Requesting Party 

CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Fill-out registration 
form 

1. Receive registration 
form  

None 5 Minutes 

Administrative 
Assistant 
NIMBB 

Administrative 
Office 

 

1.1 Verify student 
registration and 
enrollment status 

None 15 Minutes 

Administrative 
Assistant 
NIMBB 

Administrative 
Office 

 
1.2 Check available 

locker None 10 Minutes 

Administrative 
Assistant 
NIMBB 

Administrative 
Office 



Citizen’s Charter Handbook Template 

2. Provide lock and 
locker combination 

2. Release assigned 
locker to Requesting 
Party 

None 5 Minutes 

Administrative 
Assistant 
NIMBB 

Administrative 
Office 

TOTAL: None 35 Minutes  

 

 

 

 

Type of Service: External 

4. Travel Order for NIMBB Students 
Travel Order for NIMBB Students for Visa Application to attend Scientific Conferences for 
Paper/Poster presentation 

Office or Division: 
Administration Office, National Institute of Molecular Biology and 
Biotechnology (NIMBB) 

Classification: Simple 

Type of Transaction: Government to Citizen 

Who may avail: NIMBB Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Travel Order Form NIMBB Administrative Office 

2. Invitation/Acceptance, Abstract/Program Requesting Party 

CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Fill-out Travel Order 
Form 

1. Receive Travel Order 
Form with complete 
requirements 

None 5 Minutes 

Administrative 
Assistant 
NIMBB 

Administrative 
Office 

 

1.1 Verification of 
student registration 
and enrollment 
status 

None 15 Minutes 

Administrative 
Officer 
NIMBB 

Administrative 
Office 

 

1.2 Forward form to the 
Director for 
signature 

None 4 Hours 

Administrative 
Officer 
NIMBB 

Administrative 
Office 

2. Wait for signed 
Travel Order Form 

2. Release to  
    Requesting Party 

None 5 Minutes 

Administrative 
Assistant 
NIMBB 

Administrative 
Office 

TOTAL: None 
4 Hours and 
25 Minutes 
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Type of Service: External 

5. Internship/Science Immersion Program (SIP) 
To assist students in developing science, technology, and laboratory skills and to interact with 
scientists and researchers. 

Office or Division: 
Administration Office, National Institute of Molecular Biology and 
Biotechnology (NIMBB) 

Classification: Highly Technical 

Type of Transaction: Government to Citizen 

Who may avail: Government Educational Institution  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter request addressed to the Institute 
Director to accommodate students for SIP with 
complete details: 

a. List of Students 
b. 1x1 photo for I.D. 
c. Schedule of internship/SIP 

Requesting Party 

2. Copy of Memorandum of Agreement (MOA) 
with the University of the Philippines Diliman 
signed by the UPD Chancellor 

Requesting Party 

CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Letter of request 
with complete details 
and requirements 

1. Receive letter of 
request with 
complete 
requirements 

Fees may 
vary on the 

type of 
experiments / 
modules per 
laboratory as 
agreed upon 

by both 
parties 

5 Minutes 

Administrative 
Assistant 
NIMBB 

Administrative 
Office 

 

1.1 Forward letter of 
request and 
document 
requirements to the 
Director for 
instructions and 
approval 

4 Hours 

Administrative 
Officer 
NIMBB 

Administrative 
Office 

 

1.2 Forward to Deputy 
Director for 
Facilities and 
Resources for 
coordination with 
the NIMBB Faculty 
Members that will 
accommodate 
students 

3 Days 

Deputy Director for 
Facilities and 
Resources 

NIMBB 
Administrative 

Office 

 
1.3 Deputy Director for 

Facilities and 
1 Day 

Deputy Director for 
Facilities and 
Resources 
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Resources to 
coordinate with the 
Requesting Party  

NIMBB 
Administrative 

Office 

2. Wait for 
confirmation of 
schedule and 
laboratory fees 

2. Release schedule of 
internship to 
Requesting Party 
with schedule of fees 

1 Hour 

Deputy Director for 
Facilities and 
Resources 

Administrative 
Office 

3. Confirm to proceed 
with the SIP 

3. Confirm schedules to 
assigned laboratory  1 Day 

Deputy Director for 
Facilities and 
Resources 

NIMBB 
Administrative 

Office 

4. Payment 4. Receive payment 

 

10 Minutes 

Administrative 
Officer 
NIMBB 

Administrative 
Office 

 4.1 NIMBB will prepare 
order of payment 

15 Minutes 

Administrative 
Officer 
NIMBB 

Administrative 
Office 

 
4.2 Cash Office will 
process clearing of 
payment 

3 Days 

Cashier 
Cash Office, UP 

Diliman 

 
4.3 Cash Office will 
issue Official Receipt to 
NIMBB  

Cashier 
Cash Office, UP 

Diliman 

5. Receive Official 
Receipt 

5. Issue Official Receipt 
to Client  15 Minutes 

Administrative 
Officer 
NIMBB 

Administrative 
Office 

TOTAL:  
8 Days, 5 

Hours, and 45 
Minutes 

 

 

Type of Service: External 

6. Request for Study/Laboratory Tour 
Request from other Schools/Colleges/Universities for Study/Laboratory Tour to provide 
information on the Science and Technology 

Office or Division: NIMBB Administration Office 

Classification: Complex 

Type of Transaction: Government to Citizen 

Who may avail: Other Schools/Colleges/Universities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
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1. Letter of request with complete details 
(number of guests, target date, and other 
details of the Study/Lab Tour) 

Requesting Party 

CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit letter of 
request  

1. Receive letter of 
request with complete 
details  

None 5 Minutes 

Administrative 
Assistant 
NIMBB 

Administrative 
Office 

2. Wait for approval 
and schedule of 
visit/tour 

2. Evaluate request for 
approval of the 
Director 

None 15 Minutes 

Administrative 
Officer 
NIMBB 

Administrative 
Office 

 

2.1 Forward to 
Director’s Office for 
instructions and 
approval 

None 1 Day 

Administrative 
Officer 
NIMBB 

Administrative 
Office 

 

2.2 Forward instructions 
and approval to 
Deputy Director for 
Facilities and 
Resources for 
scheduling of visit 

None 15 Minutes 

Administrative 
Officer 
NIMBB 

Administrative 
Office 

 

2.3 Deputy Director for 
Facilities and 
Resources will 
coordinate with 
Laboratory Manager 
for scheduling and 
assignment of 
Researchers  

None 1 Day 

Deputy Director for 
Facilities and 
Resources  

NIMBB 
Administrative 

Office 

 

2.4 Deputy Director for 
Facilities and 
Resources will 
communicate via 
phone or email the 
approval and 
schedule of 
visit/tour 

None 1 Day 

Deputy Director for 
Facilities and 
Resources  

NIMBB 
Administrative 

Office 

TOTAL: None 
3 Days and 35 

Minutes 
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Type of Service: External 

7. Disease Molecular Biology and Epigenetics Laboratory Services 
Laboratory analysis of Cytotoxicity and Orthogonal Assays for researchers for medical and 
research projects. 

Office or Division: 
Disease Molecular Biology Laboratory (DMBEL), National Institute of 
Molecular Biology and Biotechnology (NIMBB)  

Classification: Highly Technical 

Type of Transaction: Government to Government/Government to Citizen/Government to Business 

Who may avail: UP Researchers/Other Government Researchers/Industry 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Fill-out Transmittal Form (in triplicates) Disease Molecular Biology and Epigenetics 
Laboratory (DMBEL)  

2. Fill-out Sample Submission Form (in triplicates) Disease Molecular Biology and Epigenetics 
Laboratory (DMBEL) 

3. Cytotoxicity assay results, if for orthogonal 
testing and should have the following data: 

a. Primary assay results 
b. Determined lowest bioactive 

concentration 
c. Cytotoxicity (Hepatotoxicity and 

nephrotoxicity) assay results 

Requesting Party 

4. Pre-weighed samples (usually 5 mg/tube) in 
1.5ml tubes with complete labels Requesting Party 

CLIENT STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
accomplished forms 
together with 
samples 

1. Receive transmittal and 
sample submission 
form 

Fees vary 
per type of 

assay, 
number of 
samples 

and assay 
format 

 
Please see 
table of fees  

10 Minutes 
Laboratory 
Coordinator 

DMBEL, NIMBB 

 

1.1 Check and assess 
submitted sample/s 
for disease indication 

30 Minutes 

Laboratory 
Coordinator 

DMBEL, NIMBB 
or 

Researcher 
DMBEL, NIMBB 

2. Wait for billing 
statement 

2. Prepare bill statement 10 Minutes 
DMBEL assigned 

Researcher 

3. Payment 

3. NIMBB will prepare 
order of payment 15 Minutes 

Administrative 
Officer 
NIMBB 

Administrative 
Office 

3.1 Cash Office will 
process clearing of 
payment 

3 Days 
Cashier 

Cash Office, UP 
Diliman 
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3.2 Cash Office will issue 
Official Receipt to NIMBB  

Cashier 
Cash Office, UP 

Diliman 

 
3.3 Researcher will 

perform the assay 
45 Working 

Days 

Laboratory 
Coordinator 

DMBEL, NIMBB 
or 

Researcher 
DMBEL, NIMBB 

4. Wait for the results 
4. Results will be sent via 

email to the Client 20 Minutes 
Laboratory 
Coordinator 

DMBEL, NIMBB 

TOTAL:  
49 Working 

Days 
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Type of Service: External 

8. Genome Editing Facility Services- Molecular Endocrinology Laboratory 
Laboratory service for generation of lentiviral knockdown and overexpression vector 
constructs, CRISPR constructs and lentiviral particles, and lentiviral transduction of 
mammalian cell lines. 

Office of Division: Genome Editing Facility (GEF), Molecular Endocrinology Laboratory 
(MEL), National Institute of Molecular Biology and Biotechnology (NIMBB) 

Classification: Highly Technical 
Type of Transaction: Government to Government/Government to Citizen/Government to 

Business 
Who may avail: Laboratories and research facilities in (UP, academic institutions, and 

industry) with Biosafety Level 2 certification 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1. Fill-out Transmittal Form  
 

Genome Editing Facility (GEF), Molecular Endocrinology 
Laboratory (MEL)  
https://nimbb.upd.edu.ph/services/gef-services/ 
 

 
2. Fill-out Service Request Form  

 
Genome Editing Facility (GEF), Molecular Endocrinology 
Laboratory (MEL) 
https://nimbb.upd.edu.ph/services/gef-services/ 
 

 
3. Biosafety Level 2 Certification 
 

 
Requesting Party 

 
4. Proof of cell line authentication 
detailing assay used for authentication 
and date of authentication 
 

 
Requesting Party 

 
5. Proof of mycoplasma testing detailing 
assay used and date of testing. 
 

 
Requesting Party 

 
6. Cell line stored and received in dry 
ice 
 

 
Requesting Party 

 
7. Filled out Material Transfer 
Agreement for receiving vector 
constructs, cloning, and cell lines 
reagents, and for sending out lentiviral 
particles and transduced cell lines. 
 

 
Requesting Party and Genome Editing Facility (GEF), 
Molecular Endocrinology Laboratory (MEL) 

 

8. Certification and clearance from 
courier services for sending out vector 
constructs, lentiviral particles, and/or 
transduced cell lines 
 

Requesting Party and Genome Editing Facility (GEF), 
Molecular Endocrinology Laboratory (MEL) 
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CLIENT STEPS 

 
AGENCY ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
1. Submit all 
accomplished 
forms and required 
biosafety 
clearance, cell line 
authentication and 
mycoplasma test 
results, and cell 
line(s) 
 

 
1. Receive transmittal, 
service request form, 
and required clearance 
and certifications 

 
 
 
 
 
 
Fees vary on 
type of 
genome 
editing 
service and 
number of 
samples. 
 
 
 
Please refer 
to table 
detailing cost 
of services. 

 
 
 
 
30 minutes 

 
Laboratory 
Coordinator GEF-
MEL, NIMBB 
 

 Check and assess 
submitted cell lines 
for viability and growth 

 
3-7 days 
depending on 
cell line 

Laboratory 
Coordinator GEF-
NIMBB  
or  
 
Researcher GEF-
MEL, NIMBB  

2. Wait for billing 
statement 

2. Prepare billing 
statement 

 
 
10 minutes 

Lab Coordinator 
or Researcher  
 
GEF-MEL NIMBB  

3. Payment  
3. NIMBB will prepare 
order of payment 

 
 
15 minutes 

Administrative 
Officer 
 
NIMBB 
Administrative 
Office 

 3.1 Cash Office will 
process clearing of 
payment 

 
 
 
3 days 

Cashier 
Cash Office, UP 
Diliman 

 3.2 Cash Office will 
issue an Official Receipt 
to NIMBB 

Cashier 
Cash Office, UP 
Diliman 

 3.3 Researcher will 
perform genome editing 
service request 
 
 
 

Within 15-60 
days 
depending on 
service 
request and 
sample 

 
Lab Coordinator 
or Researcher  
 
GEF-MEL NIMBB  
 

4. Receiving of 
vector constructs, 
lentiviral particles, 
and/or transduced 
cell lines 

4. Shipping of vector 
constructs, lentiviral 
particles, and/or 
transduced cell line 

  
Within 3-5 
days 

Lab Coordinator 
or Researcher  
 
GEF-MEL NIMBB  
 

TOTAL:  Within 24-75 
days 
(depending 
on service) 
and 45 
minutes  
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Services Offered Cost 

15-ml Lentiviral Soup (concentrated)  25,151.94 

Cloning shRAN 18,341.40 

Cloning gene for overexpression 18,754.20 

 

 

 

 

 

 

 

 

 

 

 


