Hepubllka ng Pilipinas

PAMBANSANG PANGASIWAAN. NG PATUBIG

(Mational Ir rigation Administggtion)
Lungsod ng Quezon

M.C. No. 5‘2', s, 1976
MEMORANDUM CIRCULAR

T0 THE ASSISTANT ADMINISTRATORS, ALL HEADS OF

DEPARTMENTS AND STAFFS; REGIONAL IRRIGATION .
DIRECTORS, PROVINCIAL AND PROJECT IRRIGATION .:'
ENGINEERS; IRRIGATION SUPERINTENDENTS AND/OR
OFFICERS-IN~CHARGE OF IRRIGATION SYSTEMS;

_ CHIEFS OF SPECIAL PROJECTS; m ALL OTHERS
CONCERNED
National Irrigation Administration

!

SUBJECT : Enjoining Strict Compligce with the Prohibition !

o t againgt Hand-Carrying and Fnllow-Up of Off:.cial '
1 Papera. i

|

S Quoted hercunder in full for the information and strict
SR . compliance of all NIA officials and employees is Memorandum ’ ;
o Circular No. 900 dated March 26, 1976 of the Office of the
President regarding the prohibition against hand-carrying and
follow-up of official papers, to wit

"TANGGAPAN NG PANGULO NG PILIPINAS
(OFFICE OF THE PRESIDENT OF THE PHILIPPINES)

MEMORANDUI CIRCULAR NO. 900°

e i ’ ENJOINING STRICT COMPLIANCE WITH THE PROHIBITION AGAINST |
o . CARRYING AND FOLLOV-UP OF OFFICIAL PAPERS,

In a brief span of about 14 years in the recent past,
three memorandum circulars were issued by this Office-
Memorandum Ciroular No. 1 on February 12, 1962, Memorandum
Circular No. 2 on March 29, 1962, and Memorandum Circular
Noe 26 on March 25, 1966 against the handcarrying and personal -
follow-up of official communications. These Circulars all
seek to prevent ~ -

C l, Infidelity in the custody of official documents
‘ ' : 2, Loss of official papers
3 Exercise of improper or undue influence
N 4. Delay in the disposition of other papers
‘ 5. Lose of manhours of work

The handcarrying or personal follow-up of official
correspondence would also indicate to a certain extent lack
of confidence in the capacity of an office for expeditious
action.

-For the foregoing, the prohibition aga.1nst handcarrying
and personal follow-up of official correspondence is hersby f
reiterated., Any government official or employee violating-
the prohibition shall be subject to administrapive discipli- - Xy
nary action. :
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All heads of departments, bureaus and offices,
including government-ovmed and/er controlled corporations,
are hereby enjoined to see to it that the provisions of
this circular and of the circulars mentioned above are
brought to the attention of, and strictly complied with by,
the officials and employees under them, and to strictly en-
force the _sanction contained herein. For the purposes here-
of, all departments, bureaus and offices, including govern-
ment ovmed and/or controlled corporations, are hereby re-
quired to keep a register of all persons who come and visit
them, which shall show their names and signatures,-the
poaitions and offices in which they are employed, whether
government or private, the natures or purpose of their
visit, and the description of the papers or correspondence
they handcarry or are following up. Such register should
be kept hy all units of an office which receive visitors
or callers,

As a concomitent hereto, attention is invited to .
Memorandum Circular No. 11 of this Office dated August 13,
1962, entitled "Requiring Prompt Action on Official Papers
by all-Agencies of the Government." Compliance therewith
is also hereby enjoined, for there is no reason for the
delay in the consideration or dispatoh of official papers.

By authority of the President: |,

(SGD.) JUAN C. TUVERA
Presidential Assistant

0

Manila, March 26, 1976"

It is therefore directed that logbooks be kept and maintained

by each department, staff, division, office or unit which receives

visitors or callers. For this purpose, an employee should be
assigned the duty and responsibility of keeping such logbook.

Purther, it is directed that prompt acfion on official

papers be taken by every official or employee concerned.

Striqt compliance is hereby enjoined,

June 22, 1976




