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MENORANDUK CIRCULAR

TO ¢ HEADS OF DEPARTMENT AND STAFFS
PROJECT HMANACGERS AND DIRECIORS OF SPLHCIAL PROJECYS
REGIONAL, PROVINCIAL AND PROJECT EHGINEERS
IHRIGATION SUPERIHIENDENTS AND OFFICERS~IN-CHARCGE
oF SYSTEMS I
This Agency

SUBJECT ¢ Notice of Confirmation of Receipt of Equipment/ i

(L

- T: forestall any loss or disappearance of consigned construction
materials/equipment and to determine the whereabouts of the same,
whether in transit or trdnsfers from Central Office to field offices
or vice versa, the following steps are hereby indicated to be observed,
thus: .

1, The Chief, Property Division, Central Office: -

shall, upoh'bhipmelt of materials/equipment, send within
' three (3) ddjs to the Field 0Office concerned a corresponding
- notice for donfirmation of receipt of‘éhipped'properties,
: furnishing a copy of the sime to the Department or Division
who requested for the shipment of the sams. :

2. ‘The Chief of the Field Uffice/System/Projecti-

(a) shall reply within three (3) days to the notice for
confirmation seht by the Issuing Chief, Property
Division, Central Office; or

(b) shall without waiting for the notice for confirmation
advice the Issuing Chief, Property Division, Central
Office of the receipt of shipped materials. :

(c) shall submit to Central Office at month's end, Attns
The Chief, Property Division, NIA, Q.C.; a tally
report of total recelpts of various items from Central
Office shipped to and received by them, for checking
or referential purposes by Central Office. “

(d) shall maintain or keep in their respective offices, the
day to day transaction in the supplies ledger cards to
facilitate inventory taking and tracing of properties
involved in the process, pursuant to existing procedures
on Receipts and issuance of materials and/or equipment

in their respective offices, : - . .

Your cooperation on this regard is earnestly reqﬁested.
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