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SUBIECT: PROTOCOLS AND GUIDELINES ON SENDING REQUESTS FOR
COURTESY VISIT, MISSAGE AND VIDEQ, AND INVITATIONS TOR
EVENTS AND MEETINGS ADDRESSFED TO FHE SECRETARY

DATE: August 1, 2022

The Office of the Vice President {OVP} and Office of the Secretary (OSEC) are advocating for o
less-paper warkplace and are currently nsing an antomated program that arranges our schedule,
I order o systematically and effectively arrange the schedule and ensure that there will be no
overlaps, the OV Scheduler is processing all imvifahons to events/ requests for messages lodged
1o both the OV and OSEC. '

in view of the rising volume of requests and invitations received by the OSEC, we are hereby
isstng the following. procedures to guide the offices in submilting requests for courtesy vist,
message and video, ard invitations to evenls and meetings addressed to the Honorable Secretary.

To request for a courtesy visit, schedule a meeting, serd an invitation, request for s video, audio
or stuvenir imessag, the following procedures shall be followed:

1. Regaster an account with the QVP Scheduler through this link:
hitpffovp.schieduler.ph.
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2. Once the sign-up has been completed, the verification link would besent to the registered emnt
address. 1t is to note, however, that the erail nwy be in the spam or updaies folder. Subsequently,
click the highlighted text to verify the OVP scheduler account.

3. Fill out the remaining details to complete the process.

4. Upload the letter or invitation by dragging it into the file upload bar or manually click the
"hrowse files® button to select the bl to be uploaded.

5. Once the request has been submitted, the status of the regquest will reflect i the account of the
requestor.

6. To cherk the status of the request, you need io log in to the scheduler, All subseguent follow-
ups in any other form, except throupgh the scheduler account, shall nol be entertained.

7. The email address and password used to register with the OVP Scheduler shall be kept for
further updates. ‘

For guidance and strict compliance.



