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SUBJECT GUIDELINGS O JyUTPdil RAUTAL BIL.ING/.IVaLUATTON/

COLLZCTION

In order to attain a smooth and effective resulis in evaluating
and processing equipment rental billings and collections, it is directed
that henceforth the attached flowchart {annox 1), together with the
corresponding guidelines (mex II) be implemented immediately.

any existing procedurcs/regulations inconsistent herewith is hereby
revoked.

Compliance hereof is enjoined.

(5GD.) FEOARICO ¥, ALDAY, JR.,
Adninistrator

signed 12--28-38
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ANNEX II
BASIC TNSTRUCTIONS:

The Monthly Zquipment Utilization ieport (MBUR) is the original
document supporting any payment for equipment rental, both internal and
external, These documents {¥orm W43 or Form EM-3A) are prepared by the
Bquipment Unit/Section/Division, who has direct supcrvision/reponsibi~
lity in the operaiion and maintenance of all KILi construction equipment
and vehicles wnder their respective jurisdictions.

External rentals are rental accouants for the lease of equipment to
WIA private contractors/individuals/aud/or other govevnment agencies,
Internal rentals are accounts for the use of equipment in all §IA
projects/systems undertaken through force account or Administration work
viiere payments arc made by internal fund transfers.

Bxternal rentals shall e coliected by the oifice directly reponsi-
ble for the equipment in accordance with exisisting NIA regulations except
those for payment at WIA Central Office. A periodic report of collections
shall be prepared by the Office concermed and sent to the reposibility
centers as indicated in the attached flow chart,

Por intermal accounts where funds for payment are being held in
the Central Office, the MEURS prepared by the Zquipment Unit/Section of
the Systems/PIO8s respectively, shall be coursad through the Regional/
Project Lquipment Division for their review and evaluation. The evalua~
ted MEURS are then forwarded to the Regional/Project Accounting Division
for the preparation of the corrvesyonding bills for equipuent rental,

The equipment rental bill is coursed through the RIM/OM/PM for
his signature of the Indorsement/Letter requesting for payment through
either internal fund transfer in case of internmal rental accounts or

deductions of reuntal from the Contractor's Accomplishment Voucher in
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cases involving NIA Contractor's where payments are wade in the Central
Oifice.

Upon receipt of internal oquipment rental bills, the Controllexrship
Departaent shall prepore the corresponding Journal Voucher Wo., Creait
Advice, etc., furnishing the squipment lanagement Department and respectlive
equipment end-uscrs the necessary duplicate copies of the rental claims.

“In collection cascs involving HIA Private Contractors whose accomplisi-
ment vouchers are paid in HLls Centval Office; the equipment rental bills
are coursed through the squipment Management Yepartment for review and
evaluation, then forwarded to ths Construction Management Department who
shall be responsible for deducting said rentals frow the Contractor's
Accomplishment Voucher, Then, the Voucher goes to the Treasury depart-
mentt where actual equipment reatal deductions shall be made., £ poriodic
report of equipment rental collections shall be prepared by the Trcasury
Departnent and sent to the Controllership Department for their information.

In turn, the Controllershin Depavitment propares the Credit Advices
and collection reports and distreibute the same to the respective parties

concerned, as explained earlice, for their proper information.



