"REPUBLIKA NG PILIPINAS

oM -1  PAMBANSANG PANGASIWAAN NG PATUBIG |
Eﬂ%ﬂ“‘ , ‘ (NAT1ONAL IRRIGATION ADMINISTRAT1ON)
oF " LuNGsoD NG QUEZON '
LPF - |
VAM = T~ B o . o
S BB - w | MEMORANDUM CIRCUL AR |

THE ASSISTANT ADMINISTRATORS, HEADS OF DEPARTMENTS
AND' STAFFS, REGIONAL IRRIGATION DIRECTORS, PROJECT
MANAGERS, OPERATION MANAGERS, PROVINCIAL IRR1G A=
TION ENGINEERS IRRIGAT | ON. SUPERlNTENDENTS PROJECT
_ ENGINEERS, AND' OFF | CERS~ IN=CHARGE, AND ALL' OTHERS
CONCERNED ,

NATIONAL IRRIGATION ADMINISTRATION

-
o
o

- SUBJECT

(1]

REVISED DELEGATED AUTHORITIES

FOR YOUR INFORMATION, GU{DANCE AND EASY REFERENCE, ATTACHED |
IS THE REVISED LIST OF AUTHORITIES DELEGATED TO OFFICIALS IN THE
AGENCY FROM ASSISTANT ADMINISTRATORS To PIE LEVEL, THI'S MEMORAN=~
puM CIRCULAR INCORPORATES MC # 35, s. 1983 AND PREVIOUS OTHER 1S~
SUANCES. ACCORDINGLY 1T MODIFIES EXISTING ASSUANCES OR PARTS OF
AN 1SSUANCE THAT CONTRADICT PROVISIONS APpRoveo IN THIS M!MORANDUM
CIRCULAR, .

THIS MEMORANDUM CIRCULAR TAKES,EFFECT‘!MMEDIATELY.

STRICT COMPLI_ANCE I's ENJOINED,

(sGb,) CESAR L. TECH
- ADMINISTRATOR -

MAY 3, 1984

ATT,.: REVISED LIST OF AUTHORITIES DELEGATED

PNK/5484.



MC # 12, s. 1984

REVISED LIST OF 'AUTHORITIES DBLEGATED TO OFFICIALS BELOW
THE ADMINISTRATOR

PART I - TEQHNICAL MATTERS THAT MAY BE APPROVED OR SIGNED
1 PLANS OF |RRIGATION PROJECTS |NCLUDING DETAILED ENGINEERING PLANS,

PROVIDED THAT OVERALL PLAN IS APPROVED BY THE ADMINISTRATOR

A. ASSISTANT ADMINISTRATOR = PLANS FOR LOCALLY-=FUNDED NATIONAL
PROJECTS AND FOR CIPs WITH FOREIGN ASSISTANCE, INCLUDING GE=
NERAL PROFILE OF MAIN CANAL, LATERAL AND INTRASITE ROADS,
IRRIGATION AND DRAIN NETWORKS, CPM NETWORK ANB SCHEDULE OF
PROJECT IMPLEMENTATION., : .

: - PROFILE OF MAIN CANAL, LATERAL
AND INTRASITE ROADS OF FOREIGN=ASSISTED PROJECTS,

/8. RID/OPERATION MANAGER/PROJECT MANAGER = PLANS FOR LOCALLY
FUNDED CIPs, STANDARD PLANS, AND -PLANS FOR TURNOUTS AND
TERMINAL FACILJTIES, PROV|DED THAT A COPY OF ALL PLANS AP=
PROVED IN THE FIELD SHALL BE FORWARDED To CENTRAL OFFICE
WITHIN 30 DAYS. :

2, DESIGN:-OF STRUCTURES - \
. é
A. ASSISTANT ADMINISTRATOR = CONCEPTUAL DESIGN AND DESIGN
CRITERIA; DESIGN OF DAMS 10 METERS HIGH OR LESS; DESIGN
OF MAJOR AND COMPLEX STRUCTURES AND ALL srnucruaes COSTING
over P750,000 uP To P2 M.

B. MANAGER, Dsstcn‘& SPECIFICATIONS DEPARTMENT = DESIGN OF LESS
COMPLEX STRUCTURES REQUIRING SPECIAL PLANS, :

. RID/OPERATION MANAGER/PROJECT MANAGER — SIMPLE AND LESS

COMPLEX STRUCTURES 'PROVIDED THAT NO SlNGLE STRUCTURE COSTS
MORE THAN P750,000,

3. CHANGES |N APPROVED CONSTRUCTION PLANS

A. ASSISTANT ADMINISTRATOR'- MAJOR CHANGES UP To P1 M,

B RID/OM/PM = TENTATIVELY MINOR CHANGES COSTING UP TO $500,000
IN PLANS APPROVED BY CENTRAL OFFICE, PROVIDED THAT A COPY OF
THE. CHANGE |S SENT IMMEDJATELY To CENTRAL OFFICE. |F WITHIN
15 DAYS NO COMMENT/DISAPPROVAL |S RECEIVED, THE TENTATIVE
APPROVAL BECOMES FINAL,

4. ERocRAM OF_WORK = PROVIDED OVERALL PROGRAM OF WORK IS APPROVED BY
CENTRAL OFFjCE

A, ASSISTANT ADMlNlSTRATOR - UP To P1 MILLION

///e. RID/OM/PM - up To ?500 OOO, PROV.IDED THAT A COPY OF THE
PROGRAM OoF WORK IS SENT To CENTRAL OFFICE wWITHIN 15 DAYSs.

TECHNICAL MATTERS
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5. REQUEST TO UNDERTAKE FORCE ACCOUNT WORK

A. ASSISTANE ADMINISTRATOR = UP TO P1 MILLION,.

~

- T. LOCAL MINOR CONTRACT FOR CIVIL WORKS,

6., CONSTRUCTION CONTRACT THRU DOMESTIC BIDDING

NoTE: RESOLUTION ON AWARD OF. CONTRACT IS SIGNED
BY THE RESPECTIVE BIDDING COMMITTEES AND -

‘_ls APPROVED BY THE ADMIN!STRATOR ONLY.

ASSISTANT ADMINISTRATOR — ENTERS INTO CONTRACT AND

SIGNS

SAID CONTRACT UP TO P5 MILLION, PROVIDED THAT ALL CONS—

NoTte: THE IMPLEMENTATION OF THIS PROVISION RESTS

" TRUCT.ION CONTRACTS OVER P1 MILLION HAVE BEEN PREVIOUSLY
" APPROVED BY THE" ADMlNISTRATOR. .

 WITH THE ASST. ADMINISTRATOR FOR ADMINISTRATIVE
< SERVICES. THE LEcAL DEPARTMENT SHALL PREPARE
CONTRACTS IN ACCORDANCE WITH THE LIMITS SET BY

THIS PROVISION,

PROVIDED AUTHORITY TO ENTER .

TO CONTRACT HAS BEEN SECURED FROM THE ADMINISTRATOR AND PROVi-

N B . : ' . y '
DED REQUIREMENTS UNDER MC # 4, s. 1980 HAVE BEEN COMPLIED WITH

.

- ASSISTANT ADMIN|STRATOR = APPROVES THE CONTRACT.

/// B. RID/OM/PM - ISSUES" NOTlCE OF - AwARD, SIGNS THE CONTRACT AND

‘THE NOTICE TO PROCEED,

Wt 3 M = v»ﬁ*Ovr

‘8., VARIATION ORDER ON CONTRACT AWARDED THRU DOMESTIC BIDDING PROVi~

DED THAT CUMULATIVE TOTAL SHOULD NOT EXCEED 30% OF ORIGINAL

CONTRACT PRICE ~ ‘ .

A

ASS1ISTANT ADMINISTRATOR = UP TO $250,000.

9. CONTRACT FOR REPAYMENT oF CIPs

A.

/e

ASSISTANT ADMINISTRATQR = UP To P3 MILLION,

RID/OM/PM - uP To ®1 MILLION.

10. SUSPENSION OF WORK

calLeT N : o ‘ : . }
A;°A§§fs¥ANT ADMINI STRATOR =~ FOR CONTRACT APPROVED BY

B

Hi1M,
RID/OM/PM -~ FOR CONTRACT APPROVED BY HIM, PROVIDED THAT
COPY OF SUSPENS{ON ORDER IS FURNISHED TO ASSISTANT ADMI-
NISTRATOR CONCERNED wiTHIN 10 DAYS, ‘
PIE/1S/PE — FOR ‘CONTRACT APPROVED BY HIM, PROVIDED THAT
COPY OF SUSPENSION ORDER |S FURNISHED TO ASSISTANT ADMI-
NISTRATOR CONCERED WITHIN 10 DAYS,

. ; - TECHNICAL MATTERS

s, 1984
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SART i = PROCUREMEW]T AMD PR. IRTY @IATTERS THAT MAY BE APPROVED

508 AMD SERVICES FROCURED THRU EMERGENCY PURCHASE

v RV o feR GEOD
FACEPT FOR QFF'CE ZJUfPMEN?

“, ASTi&iANT ADMiINISTRATGR — uP To P250,000/RIV.

8. RiD/Owy i - v o £75,030/RiV and uP TO A TOTAL OF
B200,00C/»oNTH, PRGYVICED THAT A COPY OF ALL RIVs APPROVED
OV IR ?}3 O0C shiaLL 3% SJUBM! TTED TO THE AA FOR ADMINIS=
TRATIvE SERVI.EE, ATTH.3 [PRC

e PIE/IS/PE = uP ».rpfz,o_,ooo,-’m,v AND ?100,000/M0.

oD $ERYICIS PROCURED TURU PUBLIC B10DING (EXCEPT

o, ASsistant LOMINISIRATIOR = P ‘7o P500, 000/R1V, '””%wiq AP sﬁ%/;
5. RIC/ONOU < e fo ?2ﬁﬁﬁ’ O/RiV. 2o op
/L_ Riclo, 2005 000, XE [iab 5 it
€, PIT/IS/PE - ur ra PSCL0007RIV. 45D m(uv HN‘&“‘J e W‘” ' AfEs
. : ‘ : Lo e sl
\’ \V\U_FJ"'CJ‘f : %

3. RiV “0R GFFjCE =Qu Zudinl. EXTEPT LUXURY TEMS SUCH AS AIRCON,
S CARR, T, BETAMAX, STEFED. ETC, o
V. ALSISIAMT ALwiN.STRATOR - uyP TG F250,000/RIV,

ET] R . - iiaee PR
5 RID/OM PR - ur 1o B3,000/R1V,
.- ~ . . .
S PLES IS PE o ue vy P1,000/RIV,

PaN

Raarp ro Suepy £R, 62 DRced;Pyacens: ORDER/SUPPLY CONTRACT
N ASSISTANT Aud'MISIRATIR = LP To P250,000. Z 390, op0

5. PPRE Mawnrezrn - UP 1o 00,000 'F AWARD S THRU PUBLIC

FO/OMFEM - e 1o PROD, 300 + £5Y, S0 L

. d«ﬁ ‘r“"
s, PIE/IS/PE = ur o ¥30,000, ﬂr_zoﬂxm T‘WM T il
. . - . . w W™ Lh' !,‘ﬁ.v\\ e -
!:" Yo v ...‘.'..,.-. . - el "r.E”‘ ey e o ) . Wc\[c ¢

SAMERT G FICATE OF EMeRGENMCY PLURUHANE

.
<
U

fne ASSISTANT ADMINI&TRATOR -~ Uub 10 250,000,

//é R H ':‘/I-):‘,'t/pM - yp T2 ;-.:-, Co\/ c

.

(//t; FIE/1S; PE = yv 1o 23C,000.

ACtEnrANCE OF #ATER:ALE, SUPPL.I3 AND EQU;PMENT PARTS AND
VS PROCUREL T-RiL NTERNATIONAL BIDDING

AS51SiANT ADMiN' 8THRATOR - APFAGVES CERTIFICATE OF INS—
PECT CH AND AccL=TanNcE AT CENTRAL-OFFICE,

;//ﬁf'RﬁDKOM P - §16G43 CERTITICATE OF INSPECTION AND ACCEPTANCE
AT FLRLD LEYTL. - ‘

PRCCUREMENT. & PROPERTY MATTERS'

e
.
‘
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7. AcQu:siTlon OF hncaf-or;wAv

A, ASSISTANT ADMJNISTRATQR - ACCEPTS DEED OF CONDIT!ONAL
‘ DONATION OF PROPERTY, APPROVES.DEED OF "ABSOLUTE SALE
OF PROPERTY UP TO ?500;000. ~

(z//ﬁlD/OM/PM - ACCEPTS DEED OF ABSOLUTE DONATION: SIGNS
OR "EXECUTES DEED OF CONDITIONAL DONATION; APPROVES:
DEED OF ABSOLUTE SALE UP TO° 150,000 SlGNs/EXECUTES
DEED OF ABSOLUTE SALE UP To ®500,0003 APPROVES OEED
ON’ PERPETUAL ‘EASEMENT ‘BASED ON ASSESSED VALUE.

(//6/ PlE/IS/PE —'stsns/axecurzs DEED OF ABSOLUTE DONAT!ON'
APPROVES/BXECUTES :DEED OF ABSOLUTE SALE uP.To P50, 000
S16GNS/EXECUTES DEED OF ABSOLUTE SALE up To P150, OOO
SI16NS/EXECUTES DEED ON. PERPETUAL EASEMENT BASED ON
ASSESSED VALUE, . A

~

PROCUREMENT -& PROPERTY MATTERS
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PART. 111 — FINANCIAL MATTERS THAT MAY BE APPROVED

~ 1. DISBURSEMENT VOUCHER — PROVIDED THAT WOUCHERS FOR CONTRACTS
" APPROVED/SIGNED AT CENTRAL OFFICE SHALL BE PAID AT CENTRAL
" OFFICE .

A. AssxsrANT'AoM|NrsTRAToR - ALL VOUCHERS FOR CONTRACTS

" © S1GNED AT CENTRAL OFFICE AND VOUCHERS BEYOND: AUTHORITY -
OF FIELD OFFICES, PROVIDED THAT ALL VOUCHERS FOR COM=~
PENSATION AWARDS, LEAVES AND RETIREMENT BENEFITS OF ALL
CENTRAL ‘OFF|CE PERSONNEL. ARE APPROVED BY THE AssiISTANT
ADMIN!STRATOR FOR ADMINISTRAT]VE SERVlcas.

Be DEPARTMENT MANAGER ~ ANY AMOUNT COVERING ALLOWANCES
PREVIOUSLY AUTHORIZED BY THE ADMI'NISTRATOR]. AND' TEV
FOR ANY AMOUNT, PROVIDED TRAVEL ORDER AND | T1NERARY “OF
TRAVEL WERE AUTHORIZED BY THE ASS!STANT ADMINISTRATOR.'

b1

Y RlD/OM/PM - UP ToO ?200 000.
‘ ,//;' PIE/IS/PE - uP ToO PBQ,OOO.

2. CLAIMS FOR DAMAGE TO PROPERTY PROVIDED UNIT PRICE IS WITHIN
THE PRlCE SET BY' THE PRO'VINCI‘AL APPRAISAL COMMI TTEE.

A. ASSISTANT ADMINISTRATOR - uP To P50 OOO/cLAlM.;_

//ET/RID/OM/PM - up To 27, 500/CLA|M.
;/éi PIE/IS/PE_- up To~?2,00Q/QLAIMﬂ

3. CHECK/TREASURY WARRANT PROVIDED THAT _CHECKS/WARRANTS FOR
CONTRACTS APPROVED AND OBLIGATED I[N CENTRAL FFICE ARE _

ALSO PAID IN CENTRAL OFFICE " ' i i

A ASSISTANT ADMIN|STRATOR Foh FINANcé,& MANAGEMENT =~
_ COUNTERSIGN UP. To P500,000; wITH THE ADMINISTRATOR
' SIGNS OVER PSOO 000. S ‘
B. MANAGER, TREASURY DEPARTMENT - SlGNS UP To ?500 000...
5. RID/OM/PM ~ COUNTERSIGNS UP TO 2200,000.
< Do PIE/IS/PE ~ COUNTERSIGNS UP TO P5O 000.

L

4. AUTHORITY FOR CASH PAYMENT

A, ASSISTANT ADMINISTRATOR FOR FlNANce & MANAGEMENT -
veP To P7,500. e . “

B, RID/OM/PM ~'UP TO. ?500.

5. WITHDRAWAL OF FUNDS FOR. PAYROLL

A, ASSISTANT ADMINISTRATOR FOR FINANCE & MANAGEMENT -
ONE QUINCENA. :

B, RID/OM/PM.- ONE QUINCENA, .
C-‘P’E/ls./PE - ONE QUINCENA - _ S

- . R FANANCIAL MATTERS
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PART |V - PERSONNEL MATTERS THAT MAY BE APPROVED

1. TrRAVEL ORDER UP TO 30. DAYS ONLY

A.- ASSISTANT ADMINISTRATOR —~ FOR PERSONNEL IN H1S SECTOR |IN
CENTRAL OFFICE AND ALL FIELD PERSONNEL AT DIVISION CHIEF
LEVEL OR BELOW UNDER HIS FUNCTIONAL SUPERVISION, IF CALLED
To CENTRAL OFFICE. :

B, RID/OM/PM — FOR ALL PERSONNEL. I[N THE REGIONAL OFFICE, [N
UPRIIS/MARRIS OR IN THE PROJECT.. :
c. PIE/IE/PE ~ FOR ALL PERSONNEL UNDER HIM FOR. TRAVEL UP To
10 DAYS WITHIN THE PROVINCE/SYSTEM/PROJECT.
t
NoTE: ONLY THE ADMINISTRATOR MAY OFFICIALLY CALL.
THE RID/OM/PM To CeENTRAL OFFicCE.

-~

2, |TINERARY oF TRAVEL

A. ASSISTANT ADMINISTRATOR — ANY AMOUNT FOR ALL PERSONNEL
WITHIN HIS SECTOR OR UNDER HIS FUNCTIONAL SUPERVISION.

B. RID/OM/PM - uP To P4 OOO/TRAVEL.

PIE/IS/PE - UP ToO PG00/ TRAVEL WITHIN THE PROVINCE OR TO
REGIONAL OFFI{CE/HEAD OFFICE.

3. CREATION OF DAILY POSITIONS

A, ASSISTANT ADMIN}STRATOR FOR FINANCE & MANAGEMENT =~ :
APPROVES CREATION OF DAILY POSITIONS IN CENTRAL-OFFicCE,
FIELD DAJLIES CHARGED To FUND 501 AND OTHER DAILIES BE-
YOND THE AUTHORI|TY OF FIELD OFFICIALS, ) .

B, MANAGER, MANAGEMENT SERVICES DEPARTMENT = APPROVES EX-
TENSION OF DAILY POSITIONS PREVIOUSLY AUTHORIZED, I[N
CONSULTATION W{TH DEPARTMENTS CONCERNED, o

c. RID/OM/PM — APPROVES DAILY FIELD POSITIONS UP TO GRADE
X! IF CHARGED TO DIRECT COST OF PROJECT AND DAILY POSI-
TIONS IN LIEU OF VACANCIES N THE APPROVED REGULAR PLAN-
TILLA, PROVIDED WAGES ARE CHARGED TO PROJECT FUNDS.

PosIT1ONS CHARGED TO DIRECT COST REFERS TO POSITIONS
DIRECTLY INVOLVED IN THE SURVEY AND CONSTRUCTION OF PRO=-
" JECTS, SUCH AS CONSTRUCTION FOREMAN, CARPENTERS, MASON,
INSTRUMENTMAN, " SURVEY. AIDE AND THE L IKE, B

4, PLANTILLA OF PERSONNEL BASED ON PREVIOUSLY APPROVED POS|—
TI1ONS/STAFFING PATTERN, PROVIDED THAT THE PLANTILLA IMPLE-
MENTING THE REORGAN{ZATION PLAN SHALL BE APPROVED BY THE
ADMINISTRATOR

A, ASSISTANT ADMINISTRATOR FOR ADMINISTRATIVE SERVICES -
PLANTILLA OF DAILIES IN CENTRAL OFFICE AND PLANTILLA OF
MONTHLIES- IN THE NIA INcLuDING CENTRAL OFFICE, FIELD AND
FOREIGN—ASS!STED PROJECTS, )

PERSONNEL MATTERS
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8. RiD/OM/PM -~ PLANTILLA 0F'DA!L|CS IN THEIR JURISDICTION,

APPOINTM‘NT 0F PCRSONMEL ., SUPPORTED BY PERSONNEL ACTION

PROVIDED THAT_ ONE COPY 1S FURNISHED, PRMD WITHIN 15 DAYS.

Note: ~ALL POSLTIONS,IN THE PIELD SHALL BE
REFLECTED N THE PLANTILLA PREPARED
ACCORDING -TO FUND,

SLiPs (PAS) FOR DAILIES iN UENTRAL OFFICE AND BY AUTHORITY

TO FILL POSITIONS FCR MONTHLIES IN CENTRAL OFFICE AND FIELD.

THE PAS AND AUTHORITY T0.- FILL ARE DULY SIGNED BY THE ADMIN| S="

TRATOR’

A

B

c.

ASSISTANT ADSIN{STRATOR ~ APPOINTMENT OF DAILIES UNDER B1S
IMMEDIATE SUPERViSION,. MONTHLIES UP To GRADE XII| IN HIS
SECTOR; MONTHLIES, iN FIELD UNDER HIS FUNCTIONAL SUPERVISION.

DEPARTMENT MANAGER — DAJLIES UP TO GRADExXI.

RID/CM/PM - DA:L|E° AUTFORIZED BY ‘HIM AND MONTHLIES UP ToO
GRADE 20’

4

6. CONTRACT FOR PERSONAL:  SERVICES |

A-.

7. SEPARATION FROM_THE senv'cE {ES:GNATION, TRANSFER), PROV|-

AssISTANT ADMINiSTRATOR .FCR PD! OR OPERATION = SIGNS CON=-
TRACT OF FOREIGN COMSULTAMT OR COMNSULTING FIRM, PROVIDED.
THL AWARD TO THE CONSULTANT/CONSULTING FIRM HAS BEEN PRE—

- ViousLY APPROVED BY THE ADWIMISTRATOR AND PROVIDED THAT

ONE COPY OF CONTRACT !S IMMED!ATELY FORWARDED TO PRMD.--

ASSIaTAN- ADMINISTRATOB‘FOR,ADMINISTRATIVE SERV!CES -

SIGNS CONTRACGT OF LOCAL CONSULTANTS OR OF PERSONNEL ON
CONTRACTUAL BASIS, FROVIOED THAT AUTHORITY TO HIRE SERVICES,
POSITION TITLE AND COMPENSATION HAVE BEEN APPROVED BY THE
ADMINISTRATOR AWND PROVIDED THAT A copv OF THE CONTRACT

lS IMMEDIATELY FORWARDED TO PRMD,

DED THAT THE PROPER CLCARANCE FROM FINANC|AL AND PROPERTY

s
1

ACCOUNTABILI!TIES HAS OEEN APPROVED AND_ ALL PEND|NG WORK HAS.

BEEN TURMED OVER T0 THE,!MMFDiATE‘CHIEF OR RO A DESIGNATED
SUCCESSOR, .

A,

ASSISTANT ADMINiSTRATOR — DAILIES UNDER- HIS SUPERVISION,
MONTHLIES 1IN Ct'T:~y OFF!CE BELOW DIVISION CHIEF LEVEL]
MOUNTHLIES ABOVE G=11 IN FIELD OFFICES UNDER HIS FUNC=

TIONAL SUPERVlSION(

DEPARKMENT MANAGER = DAIL!&S UND“R H1S IMMEDIATE SUPER=
VISION. . . : . :

RID/OM/PM ~ DAILIES APPCINTED BY. HIM AND MONTHLIES uep
To G=11.,
‘NoTES RET#NTION.OF EMPLOYEES OF PROJECTS THAT -
HAVE BEEN COMPLETED OR ARE ABOUT TO BE
"COMPLETED MAY BE AUTHOR!ZED ONLY BY THE'
AD% M ISTPLAT IR,

-

. PERSONNEL MATTERS
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TERMINATION NOTICE, PROVIDED THAW IN CASE OF MONTHLY EMPLOYEES,
L1ST OF THOSE WHOSE SERVI|CES ARE To-BE TERMINATED HAS BEEN AP—
‘PROVED BY THE ADMINISTRATOR

Al ASSISTANT ADMIN|STRATOR FOR ADMINISTRATIVE SERVICES —~ MONTHLIES
IN CENTRAL OFFiICE,

B MANAGER,'PERSONNEL & RECORDS MANAGEMENT DEPARTMENT =~ DAILIES
IN CENTRAL OFFICE, IN CONSULTATION WITH PROPER DEPARTMENTS,

¢. RID/OM/PM. - DAILI.ES AND MONTHLIES UNDER HIS JURISDICTION,
'~ Notes: 1) TERMINATION NOTICE OF MONTHLIES SHALL
BE ISSUED ONE MONTH BEFORE ACTUAL
TERMINATION DATE,
2) DAILIES, CASUALS AND SEASONAL LABORERS
MAY BE TERMINATED AT ONCE AS THE SITUA=-
TION WARRANTS.,

NoTICE OF SALARY/WAGE ADJUSTMENT

A, ASSISTANT ADMlNlSTRATOR — DAILIES DIRECTLY UNDER HIM AND
DIVISION CHIEF OR ABOVE 1IN HlS SECTOR.

B, DEPARTMENT MANAGER — DAILIES IN THE DEPARTMENT AND MONTHLIES
BELOW DIVISION CHIEF IN THE DEPARTMENT,

c. RID/OM/PM ~ ALL PERSONNEL IN HIS JURISDICTION,

APPLICATION FOR VACATION/SICK/MATERNITY LEAVE OF ABSENCE

A. ASSISTANT ADMINISTRATOR = UP TO 60 DAYS FOR ALL PERSONNEL
DIRECTLY UNDER HIM AND DIVISION CHIEFS OR ABOVE IN HIS SECTOR,

B. DEPARTMENT MANAGER ~ UP TOo 60 DAYS FOR ALL PERSONNEL [N THE
DEPARTMENT BELOW D!VlS|0N CHIEF, '

c. RID/OM/PM - UP TOo 60 DAYS FOR ALL PERSONNEL DIRECTLY UNDER
HIM OR IN Hls JURLSDICTION,

APPL I CAT ION_FOR GERMINAL LEAVE o

A. ASSISTANT ADMINISTRATOR = ALL MONTHLY PERSONNEL IN HIS SECTOR. .
Bo ASSISTANT ADMINISTRATOR FOR ADMINISTRATIVE SERVICES —. ALL
MONTHLY FI1ELD EMPLOYEES BEYOND AUTHORITY OF FIELD OFFICIALS.

C. MANAGER, PRMD —~ ALL DAILIES N CENTRAL OFFICE AND F|ELD DAILIES
BEYOND THE AUTHORITY OF THE FIELD OFFICIALS,

"D, RID/OM/FM — MONTHLY AND DAILY PERSONNEL UNDER HIS JURISDICTION;

PROVIDED THAT THE EMPLOYEEY HAS NEVER WORKED I[N ANY ORGANIZA-
TIONAL UNIT OF THE NIA OTHER THAN THE UNIT. WHERE HE 1S PRESENTLY
APPLYING FOR SEPAR&TION. . '

NoTE: APPLICATION OoF RIDs/PMs/OMs sSHALL BE
APPROVED BY THE ADMINISTRATOR,

’

PERSONNEL MATTERS
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- 12. APPLICATION FOR RETIREMENT

ASSISTANT ADMINISTRATOR FOR ADMINISTRATIVE SERVICES =- ALL EM=
PLOYEES OF NIA BELOW DIVISION cglsF LEVEL PROVIDED THAT CLEARANCE
HAS BEEN SECURED FROM A,A./RIP/CYNCERNED FOR PROPER INDORSEMENT
To GSIS, -

13. SUSPENSION 6F ALLOWANCE

A, ASSISTANT ADMINISTRATOR — ALLOWANCE OF PERSONNEL [N HIS SECTOR"
AND OF FIELD PERSONNEL BEYOND AUTHORITY OF THE RID/OM/PM. .

B. RID/OM/PM — ALLOWANCE OF PERSONNEL DIRECTLY UNDER HIM.

.

14. CERTIFICATE OF APPEARANCE

A. ASSISTANT ADMINISTRATOR — RID/OM/PM.
DEPARTMENT MANAGER = FIELD PERSONNEL BELOW RID/OM/PM.
"¢. RID/OM/PM — PERSONNEL VISITING HIS JURISDICTION.

p. PIE/IS/PE - PERSONNEL VISITING HIS JURISDICTION,

15. FINAL CLEARANCE BEFORE SEPARATION FROM SERVICE

A. ASSISTANT ADMINISTRATOR FOR ADMINISTRATIVE SERVICES =~ ALL MONTHLY
" PERSONNEL OF NIA BELOW DIVISION CHIEF INCRUDING THOSE IN THE
FIELD AND PROJECTS WITH FOREIGN ASS|ISTANCE BEYOND THE AUTHORITY ,

oF THE RID/OM/PM. - : ‘ . : )

B, DEPARTMEyT MANAGER = DA[LIES IN THE DEPKRTMENT-.

c. RID/OM/PM -~ ALL PERSONNEL UNDER HIS JURISDICTION BELOW DIVISION

: CHIEF WHO HAVE NOT WORKED IN ANY ORGAN|ZATIONAL UNIT OoF THE NIA
OTHER THAN THE OFFICE WHERE HE |S ARPLYING FOR CLEARANCE, PRO~
"VIDED THAT ONE COPY OF FINAL CLEARANCE (] FORWARDED To PRMD .
WITHIN 15 ‘DAYS.: S

16. FORMAL CHARGE (LEGAL DEPARTMENT PLEASE TAKE NOTE)

"ASSISTANT ADMINISTRATOR =~ S|GNS FORMAL CHARGE AGAINST, OR ORDER
TO UNDERTAKE INVESTIGATION OF, ERRING EMPLOYEES [N HIS SECTOR
UP TO DIVISION CHIEF LEVEL AND FIELD PERSONNEL AT DIVISION CHIEF
LEFEL UNDER HIS FUNCTIONAL SUPERVISION,

B. RID/OM/PM - SIGNS FORMAL CHARGE AGAINST, OR QRDER TO UNDERTAKE .
'1NVEST|GATION OF, ERRING EMPLOYEES BELOW DIVISION CHIEF LEVEL,

N L Wi ) aldn ,
13 «—w)\ o b S pred Ry oo bt rned
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