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Ctentral Office:
Republika ng Pilipinas
PAMBANGANG PANGASTWAAN NG PATURIG
(National Terigation Administralion)
fungsod ng Queron

MG No. 15

MEMORANDUM CTRCUTAR

MEMORANDUM

:ab() : THE DEPUTY ADMINTSTRATOR, ASSTSTANT ADMINISTRATORS, DFEPARTMENT
{a MANAGERS, REGIONAT MANAGERS/OPERATION MANAGERS, PROJECT MANAGERS,

DIVISTON MANAGERS, PROVINCGTAL IRRIGATION OFFTCERS,
SUPERTNTENDENTS and A1l Others Concerned

Hhject : DRLEGATION OF AUTHORTTY

TRERTGATTON

The following delegation of authority to sign/approve officinal papers, documents
and conlracts designed Lo improve operations in the Nalional Trrigation Adminigtrgtinn

ig herehy issued for the informalion and guidance of all concerned:

RECOMMENTIENG
UFRECTAT,

- e o - ——————

A. TRCHNTCAT, MATTERS

q;}|. Plans |

Central Office:
n. General layout and irrigation and AA-PDT /B0OEM
~drainage network plans . of all

Tocally funded and foreign-assisted

national projects.

h. Profile of main canal and laterals - (o ~
of foreign-assisted national projects.

. Office mildings and camp facilities - do -
development. plan.

d. ALl major revisions thereof such as, - (o -
canal reloantions, change in canal
prism sections, change in plans,
locntion and orientation, etc.

of

APTROVIRG
OFFTCTAL

Addm.,

- do -

- da -

- do -



.

d.

teneral layoul. and irrigation and
drainnge nelwork plans of all foreign-
assisted comminal projects.

I'rofite of main canal and laterals
of locally-funded national projects.

Profile of main canal and Interals
of foreign-nsasisted communal
irrigation projects.

AT major revisions on the above
plans such as canal relocation,
change in conal sections, ete.

Field Office:

N,

h.

General layont & irrigation & drainage

network plans, profile of main canal
and laterals of locally-funded
communal projects.

Standard plans for turnonts and
ferminal facilities.

Degign of Structures

Central Office:

a.

d.

d.

Htorage dams nhove 20 mebkers in

height.

Biversion dam exceeding 7.0 meters
downstream height.

Intake and canal atructures costing
more than P20 million per structure.

All revigions thereaf on the above
plans.

Storage dams up to 20 meters in
height.

Mversion dam from 3.5 to 7.5 meters
downstream height.

Intake and canal structures costing
not. more than P20 million per
structare.

ATl revisions thereof on the abave
plaus

RECOMMENDING

OFFTCTAL

DM=150

- o -

- do -

RM/OM/TM

Div., Mgr.- Eng'g.

- do -

AA-PDT /GBOFM

- (do -

- do -

- do -

=050

- do -

- do -

RM/OM/PM

APPROVING
OFF1CTAL

AA=TDT /30EM

- do -

- do -

- do -

RM/OM/PM

- do -

Adm.

- do -

- do -

- do -

AA-TDT /GORM

- do -

- do -

- to -



RECOMMENDTNG
OFFTCTAL

- ——— oy ot ——

Field Office:

.

.

h.

Niversion dam below 3.5 meters or Div. Mgr.-Fng’g.
lower downstream height.

Intake and canal structures costing

not. more than PY million per

slructure, provided such structure

conforms with the approved designs

atandard. Central Office, c/o D3D

shonld be furnished copies of

~designs approved by field office.

3. Program of Work

Central Uffice:

- Ahove PZ0ON DA
- Abnve PISM up to P2OM AA-DPDT /H0OEM
~ Abave PIOM up to PIGM RM/OM/FM

Field Office:

- Up to PIO M Div. Mgr.-Fngig./
Uperations

- P2 M and below Chief, Tng’g. Sec.

Provision:

Project. is included in approved

-annnal program and copies of

approved POW shall be furnished
t.he €00 ¢/o AA concerned.

4. Force Account. Work

- Up to PIOM AA %
(for NIA Board notation)

- M and Relow DM %

f. Local Minor Contracts

-

~ Up to PIOM Niv. Mgr.-Fng’g./
Operat.ions

Tmplementing guidelines
is covered by MC No. 22, s. [997.

M* - Dept. Mgr. concerned
AAtY ~ Assl. Adm. concerned

APTTROVING
OFFICTAL

RM/OM/PM

Acddm.
DA
AA=-TDIT /80OFM

RM/COM/TM

PTO/1G/PR

Adm.

AA ¥

RM/OM/PM



RECOMMENDIT NG APPROVING
OFFTCTAL OFFTCTAL,
. PROCUREMENT
I. Approval of Award and Contract. for
Givil Works constraction thra:
a. International Ridding
- Ahpve P20M Adm, : DA Sec.
- Ahove P20 M up to P2H M DA Adm.
b, homestic Bidding
Central Office:
- Ahove P20M Adm. - DA Sec.
- Above PIHM up to P20M DA Adm.
= Ahove PIOM up to PIRM ° AA=TDIT /80FM DA
- PIOM and below DM-D3D AA-PDT /S0OFM

c. Local Minor Contracts (FO)
- P1IOM and helow hiv. Mgr.- Fng’g./ RM/OM/TM
Operations
d. Pacquino Contracts (F0)

- PHOOT and below . Div, Mgr.~- Fng’g./ RM/OM/DPM
Operations
- P250T and below Asst.. PIO/IS/PE PIO/13/PR

Awards approved by the DA Secy.
shall by submitted to. the NTA Roard for
notation. This amends 80 No. 349-A, s. 1996
dated July 17, 199G issued hy the DA fSecy,
pursunant. fto NTA Board Res. No. 6590-96.

Awards approved hy the Administrator
shall bhe snbmitted to the Board for
confirmation.

2. Variation Orders for Civil Works Contracts

- Up to P million per order for the TCR and AA=PDT /S0OFM Adm.
up to P2 ¥ per order for LCD bhut not more

than 256% cumulative of original contract

cost; provided original contract amount

is within his anthority to approve.’

- Up to PI M per ovder but not more than DM=-CMD/SMD AA=-T'DT/30EM
25% cumulative of original contract cost;
provided original contract amount is ~ I
within his anthorily to approve.

- Up to P250,000 per order but not more Div. Mgr.-Fng’g/ RM/OM/ M
than 25% cumulative of original con- - Operations

tract. cast; provided original contract.
amount. is within his anthority to approve.



//////

RECOMMENDTNG
OFFTGTAT,

fGuspension of Civil Works Contractls
Order of fSuspension of Contracts

For contracts approved hy the Official
(RM/OM/FM/PTO/TS/PR), the AA concerned
shall be furnished a suspension order
within ten (10) days.

Approval of RIVs for Procurement of
Supplies, Materinls and Services

a. RIV & P.O. for Goods and 8Services incl,
Tires, Batteries and Accessories
{(TBA) thru Emergency Purchase
(except. office eaquipment.)

p///azntrnl ' fice:

~ Ahove PTHOT/RIV DA
- Ahove PHOOT wp to PTHOT/RIV AA %
- PHOOT/RIV and below IIM/RM/OM/PM

Field Office:
- Ahove P75T up to PIKOT/RIV Div. Chief
- PIRT/RIV and below Sec. Chief

For Spare Parta:

- Ahave PROT up to PHOOT/RIV . Biv., Chief

- PAOT/RIV and helow but not to Sec. Chief
excead PIOT/mo.

h. RV for Goads and Services thra
fablie Bidding (except for Office
Fguipment.)

Central Office: .

- Above P2 M/RTV ) DA

-~ Abhove P1 M up to P2 M/RIV AN *

- Pl M/RTV and below DM/RM/OM/PM

Field Office:
- Ahove P200 T up to P750 T/RIV . Niv, Chief
- P200 T and below ' Hea. Chief

For Sparve Parts: (F0)

- Above PRO T up to PHROO T/RIV Div, Chief
- Ph T and helow Heo. Chief

APPROVING
OFFTCTAT,

Approp. Officinl

Adm.

© DA

AN *

RM/OM/PM
PIOSTIS/TF

1M /OM /M
PIO/TS/PR

Adm,
A
AA %

RM/CM/FM
FIO/T8/TE

FM/OM /M
FIG/TH/PR



RECOMMEND TNG APPROVING

OFFTICIAL OFFICTAL
BRIV for OFfice Equipment
(no Tuxury item)
Central Office:
- Above PT7HO T/RTV DA Adm.
- Abnve PROO T up to PTHO T/RIV AA * DA
- PHOO T/RTV and below DM/RM/OM/PM AA %
Field Office:
= Above P30 T up to PIOO T/RIV Niv. Chief RM/OM/FM
= P30 T/RIV and helow - 8ec. Chief PIO/13/PR
5. lLease/Rent of Construction Fquipment/
" ehicle/Tool
L¢ a. Officials (I'BAC) authority to conduct
price determination thrn Poblic
Ridding and .Award Contract
- Abhove PX00O T PIO/18/PR RM/OM/EM
- P3O T and below Chief, Fng’g. fec. PIO/TS/TPR
b. Request. for Anthority to lease/
rent. equipment. and to execute
tontract.
Central Office:
- Above P2 M . DA Adm.
- Above PI M up to P2 M AA ¥ DA
- Above PAOO T up to PI M M/OM/PM AA-FIIT /30OFM
Field Office:
- Ahove P3O0 1" up to PROO T PTO/18/PR RM/OM/PM
'6 - P300 T and helow Chief, Tng’g. (e, PIO/1G/PE
6. Approval of Award and Contract
for Procurement. of HSupplies,
Materials and Services thru:
.n. International Bidding
- Ahove P10 M Adm. DA flecy.
- PO M and below DA Adm.



~ A

RECOMMENDTNG APPROVING
OFFTCUAL OFFICTAL

homestic Bidding
Central OFffice: '
- Abhove PH M Adm. DA Sec.
- Above P4 M up to P M DA Addm.
- Ahove P M up to P4M AA X DA
- Abhove P2 M up to PI M 113] . AA *
- PHOO T and below Div. Mgr. . DM=-FPRD
Field ODffice:
P2 M and below ’ o Div. Ngr./APM RM/OM/PM

A1l Awards and Contracts approved

ﬁwx hy the DA Secy. shall he submithed
p t.o the NTA Board for info and wnotation.
' c. Negotiated Contract (including

equipment. and public services)

1. Fublic service and/or furnishing
of equipment. )
- Up to P10 Million/contract. AA Adm.

2. Furnishing of supplies, office
eqnipment. and materials
- Up to Pl Million/contract | DA Adm,

v
Provisions: .

R The supplies are urgently needed to
meet. an emergency which may involve
the loss of or danger to life and/or
property.

2. The supplies are to be used in conmec-
tion with a project or activity which
cannot. he delayed without cansing
detriment. to the public service.

4. The materials are sold hy an exclusive
distributor or manufacturer who does
not. have snh-dealers selling at lower
prices and for which no suitable
subatitute can he obtained elsewhere
at more advantageous terms to the
government..



2.7

RECOMMENDTNG
OFFTCTAL

The suppliea under procurement have

been anccessfully placed on hid for

at least two consecutive times,either

due to lack of bidders or. the offers

received in each instance were exor-

bitant. or non-conforming to specifi-

cations.

Tt is apparent that the requisition

of the needed supplies thru negotiated

purchase is most advantageous to the

government, to he determined by the

Agency.

The purchase is made from an agency

‘of the government.

A monthly report of the negntiatéd
contracts entered into/approved shall
he submittert to the Roard.

A1l other provigions emhodied in
Ph 1594 relative to the procurement
of civil work constructions.

4ot 3

APPROVING  °
OFFTCTAL



RECOMMENDING APPROVING
OFFICTAL OFFTCTAL
t'. PROPERTY
1. Disposal of Non-performing Assets
n. Results of Nidding and subsequent.
Award of 8ale by Publie Auction
Central Office:
- Ahove Pl M up to PHM DA Ardm.
Field Office:
48 = Above PIOOT wup to PI M Mgr., Adm. Div. RM/OM
(ﬁﬁ - P1IOOT and below ‘ Admin. Ofcr. /PIE/Dist,
. Chief
Provided that existing guidelines,
riules and regulations on auction
are strictly adhered.
b. Authority to Approve thru Negot.iated
Sale by NTA Field Official
- PHOOT and helow Mgr., Adm. Div. RM/OM

Provigions:

1. Field O0fficials concerned shall
ohserve 8ec. 79 Paragraph C of
ﬂMM of PD 1445 which requires:

a. Two Tailures of bidding before
the negotiated sale is effected.

h. The negotinted price is

approved by the local repre-
seniative of COA.

2. The Property Div., CO shall bhe
furnished copies of the following
documents Tor consolidation and
control purpnses.

a. Tnventory & Inspection Report
of wserviceahle equipment. for
disposal signed by the Supply
Officer and approved hy the
Chief of Office.

b. Resolution of awards by the
Anction Committee.



c. Notice of award to the corres-
ponding awardee,

d. Certification from Supply Ofcr.
concerned that the equipment.
heen dropped from the inventory
and that the disposal have heen
reflected in the Eqguipment.
Ledger Card.

v

.. Gate Pass indicating the
Officinl Receipt No. of payment

1sposal of tollection in Kind. (Palay)

Authority to approve and Awavd
Auction/Negotiated Sale of
collection in kind.

Central Office:
- Abhove PAHM
- Ahove PIM up to PHM

Field Office:

- Up to PIM

- Above PHOOT wp to PIM
- PHOOT and below

Provided existing standard procedures
and PN} 1445 on the account of such
auction shall he followed.

RECOMMENDTNG
OFFTCTAT

-t o o = g o

APPROVING
OFFTGTATL,

—— - o o - -

Arlm
AA-F&M

RM/OM
Niat.. Chief
PIR/1S



RECOMMENDING APPROVING
OFFTCTAL OFFICTAL
. Do FINANCTAT, MATTERS
1. Dishursement. Vouchers
A. All claims such as Personal
Services, TEV, etc., Procurement. of
Supplies, Materials, Spare Parts,
Office Fquipment. and Civil Works
Contract. including NV to support
withdrawal applications to Foreign
Lending Institutions.
s . BOX A : ' .
2
Central Office:
- Ahove PI.H M AA¥ and DM¥
-Up to PL.EM ' M/PM %
Field Office:
- Above Pl.A M ' Div. Mgr. *
- Up to PI.H M PTE/1S/PF
2. BOX B
Central Office: . :
- Ahave PIOO T Mgr. ,GAD-CD
- PIOO T and below . Chief, Disbh.
‘ Section-Ch
Field Office: : .
- Ahove PIOO T . Mgr., F & M Div,
N - PIDO T and below ' Acctg. Personnel

d. BOX €

Central Office:

- Ahove P4 M . Adm.

- lp to PA M DA

- lUp to PI M . AA - FM

- Up to PHOO' T 4 ‘ Mgr., UD .
- lUp to PIOO T Mgr., Budget Div.
Field Office:

- Up to P2 M RM/CIM/PM

- Up to PHOO T . PTO/16/PR

AA and DM* - Asst. Adm. and Dept. Mgr. concerned
NDiv. Mgr.¥ - Division Manager concerned
DM/ PM% - Dept.. Mgr/Proj. Mgr. concerned '



RECOMMENDTNG APTPROVTHG

OFFICTAL OFFTCTAL
B.  Funding Checks/Fund Transfers
. ROX A
= Ahove PI.HA M AA ~ TM
- Up to PI.H M Mgr., CD
» 2, BOX B
8 - Above PO T : ' Manager, GAD
- lUp to PRO T Chief, Dish. fHee.
3. BOX ©
- Above PI.H M Adm.
) - lUp to PI.H M AN - T

NOTE:

BOX A

Certified that expenses/
cash advance are necessary,
Jawful and incnrred under
™ . the direct supervision of -
the official.

BOX B - Certified as to availability
k of funds/hudgetary allotment;
AS expenditure properly certified;
supported by documents; account
codes proper; previous cash
advance liquidated/accounted
for.

BOX ¢ - Approved by Officer/
Representative

Note: Under RBox A, the Asst. Administrator/
Regional Manager certifies for the
Finance & Management. Division



RIV and Conlract
Certification as to availability
of funds (CAW)

2.1 For lLocal Cost.:

- Abhove PHO T

- PRO T and below
2.2. For Foreign Cost and TLocal (Cost.

- to be paid by the foreign

lending institutions:

= Irrespective of amount
Provided the Manager,
Controllership Dept. shall gign as
witness to all contracts.
Jub-Allotment, Advice
3.1 Cuarrent Uperating Budget.:

~ Above PI1.H5 M

- PLA M and below
3;2 Project. Funds

- Above PI.H M

- PL.5 M and below
Checks
A1l checks shall he signed by the
Manager, Cash Division and
comtersigned by the official
who signed/approved the

Dishursement Voucher
(wnder Box (%)

RECOMMENDTNG

OFFTCTAT,

300, Chief

Acctg. Personnel

fec. Chief

Mgr., €D

Mgr., Budget

AA - M

Mgr., €D

APPROVING
OFFTCTAL

Mgr. ,GAD-CD
Chief, Dish.
Rection=CN

Mgr., GAD

AA - FM
AA - M
Adm.

AA - FM



RECOMMENDING APPROVING

OFFTCTAL OFFTCTAL
. MOA for Construction of CIP

or Rehab., of CI§/Contract
for Repayment. of CIP
- Above P20 M RM Adm,
- Up to P20 M RM AA - SOFM
- Up to PIO M PIR : RM
Provided there are no changes
in the standard MOA, Provided
further that. changes, if any,

‘ shall he subject. Lo approval

hpw of the Administrator prior
f.o MOA signing.

G. MOA/Contract with TAS
for 0 & M of NIS
Original Contracts/Renewal , 13 RM/OM
Contracts without changes
‘ B
Renevwal Contracts with changes RM/OM AA - SOFM
a. Management. turnover of NIG
or part. thereof

- Above P20 M | RM/OM Adm.
- Up to P20 M oM /OM AA - SOFM
- lp to PID M 18 RM/OM




RECOMMENDTNG APPROVING
OFFTCTAL OFFTCTATL

7. Payment. of ROV (Damages Improvement.)

a. Central Office:

Ahove P30OOT NA Adm,
above PHO'T wp to PIOOT DM * AAX

b, Field Office:

Ahove P7,500 up to PHROT Niv., Mgr. * RM/OM/PM
P7,500 and helow Aast.. PIO/1S/PR PIO/T1S/PR

| Provided unit. price is within
price set Ly Provincial
Appraisal Commitftee

B. Acguisition of Real
Property (ROW) thru:

.1 Absolute Sale

Central Office:
- Above PHOOT up to P& M ' DA Adm.
- Up te PEOO T IM/RM/OM/PM AA*

Field Office: ,
™ - Above PSOT up to FIGOT Div. Mgr. * RM/CM/TM
- PROT and helow Asst. PIO/1S/PF PIO/TS/PR

R.2 Donation

- tentral Office:
- Condit.ional donation AA * Adm.

Field Office:
- Absolute donation Div., Mgr. * RM/OM/ M

8.3 Perpetunl Fasement

Field Office: . .
- Based on assessed value Div., Mgr., * RM/OM/PM
of property



RECOMMENDTNG APPROVING
OFFTCTAT OFFTCTAL

. Authority for Cash Payment

a. Central Office:
- Above PT,500 : DA Adm.
- Ahove PHO0 up to P7,500 ™M * AA

h. Field Office:
- PRO0 and below Div., Mgr. ¥ RM/OM/PM

Appraval of all Jounrnal Vouchers
(1V’8) covering transactions
affecting Cash

A1} transactions affecting cash DA Adm.
such as receipt of fund checks,

fund transfers, bank dehit/

credit advice, dishursements

and adjustments recorded by

~Journal Vouchers (JVs).

Provisions:

In addition fto the usual
notations, all JVs shall hear
the signature of the appropriate
Official to wit:

Central Office Administrator
Regional Office - Regional Manager
UPRTTS/MARTIS - Operations Manager
Project Office Project Manager

. Payments of Back Accounts

Field Office:

To negotiate with the end-users Asst.. 18 18
t.o establish their real
ohligation :

a. Results of such negotiations
shall be signed by the T8 and the
end-user, copy furnished the RM/0OM

bh. Grant of incentives under
M No. 006, s. 1988 on the
payment. of undisputed amounts.

e e e Pos 7 oo



2. Aunthority to demignate Temporéry
Special Disbmrsing Officer/8pecial
Collecting Officer (8D0O/SCO)
withont. additional compensation

Provisions:

a. That. ' the 8DO/SCO should be
bonded pursuant. to MU No. 4,
|. 1996

ﬁmm h.  Designation shall bhe limited

to personnel on monthly
hasis only

c. Transfer to another station
shall antomatically terminate
his designation.

I3, Authority to designate Temporary
Petty Cash Officer without bond

Provigions:

a. The cash on hand shall wnot
be more than P 1,950.00 °
at any time

b. © Designation shall he limited
to personnel on monthly basisg.

C. 'Transfer to another station
shall antomatically terminate
his/her designation.

RECOMMENDTNG
OFFTCTATL

P1O/19/PR

PTO/18/PF

APPROVING
OFFTCTAL

RM/PM/OM

RM/PM/OM

R R T S




. K. ADMINTSTRATTVE MATTERS
I. Creation/Fxtension of Daily Positions

a. Creation/Fxtension of Daily
Positions charged to COR '

A1l requests for creation/
extension of daily positions
charged to COR .

_ h. Creation/Fxtension of Daily
i Positions charged to Project

Requerts of CO-bared Projects
Requests of Field-based Projects
(Foreign-Assisted or locally-

Funded)

- Up to 90 22

- llp to GG 16

2, Authority to Fill Vacant Positions

- All requests for Authority
to fill vacant monthly
positions

3. Appointment.
a. Monthly Personnel

- 8al. Grade 24 and above,
PIR/T143

- A1l personnel under his
staff

- All personnel under his
staff

RECOMMENDTNG

OFFTCTAT,

-—— o o

DM-M3D/AA-FM

PM *

PM/RM -

Div. Mgr./APM/PE

Mgr., MSD/AA-FM

AA ¥

APPROVING
OFFTCTAT

Adm.

AA ¥

AA ¥

RM/OM/PM

Adm.

. Adm.

“Adm.

DA




Positiong from Section Chief
laevel up to 8G 23 in Central
and in Field Offices under his
functional supervision except.
heads of offices - PTO/18

v, Mgr.

Posil.ions helow Sec. Chief of
Regional Office and positions
below PIR/T1S

Provided the authority
to fill the position has bheen
approved by the Administrator.

Daily Personnel

A1l personnel under hisr
supervision

Salary Grade 17 and ahove
provided PAS is approved
by the Administrator

A1l personnel under his
supervigsion

lip to &G 16 in his Sector
provided PAS is approved
by the Administrator

Up to 8G 16 w/in his Region/
Project/Tntegrated Systems
provided the positions

charged to corporate funds are
duly anthorized for filling by
the Administrator.

Up to 3G 8 provided charged
to project funds
AA ¥ -

RECOMMENDTNG
OFFTCTAL

RM/OM/PM/DM %

Div. Mgr./APM

AA %

M *

Div. Mgr./APM

Yec. Chief/Asst. T8

Asst. Adm. concerned

APPROVING
OFFTCTAL

RM/OM/PM

Adm.

NA

DA

AA *

RM/OM/PM

PTO/TS/FR




\
RECOMMENDT NG APPROVING
OFFTCTAL OFFTCTAL
4. 8eparation from the Service thru:
a. Resignation/transfer (mist he

supported with proper clearance

from financial and property

acconmtahilities)

- DM/RM/OM/PM/APM/PTO/TS AA % Adm.

~ Monthly/Daily personnel under Adm.
his immediate supervigion

%N - Monthly/Daily personnel DA .

appointed by him ;

- Monthly/Daily personnel in DM % AA ¥
Central Office bhelow DM

- Monthly personnel from Section RM/0OM/PM AN %
Chief level & ahave in FO
under his functional supervision
except. DM/RM/OM/PM/APM/PTO/TS

- Daily and Monthly personnel PIO/T18/PR RM/OM/PM
below Section Chief level

= Daily personnel Assat. PTO/T18/PR PTO/TS/PR
appointed by him

h. Termination of Services
1‘ Central Office:

= Project. perronnel from Div. Mgr.

level and abhove PM/AA ¥ Adm.,

- Daily personnel appointed hy him « AA ¥/DA




Field OfFfice:

Naily personnel under his
supervision

RECOMMENDTNG
OFFTCTAL

PTO/13/PR

APPROVING
OFFIGTAT,

———— ———— — —

RM/OM/ PM

—

. Lo

Daily/Monthly project personnel - PM
below Div. Mgr. level under his

supervigsion provided that necessary

clearances Trom work, property

and financial accountahilities

have heen secured.

¢. Retirement/Terminal T.eave and
Payment. of corresponding benefits

l. Application for Terminal lLeave:

DA/AA/immediate staff
RM/OM/PM/APM/UM/PIR/TS

Monthly/Daily personnel
mder his supervision

Monthly personnel below
Dept.. Mgr. in C0O; daily
personnel in CO

Monthly/Daily field
sashier and other
accountahble officers

Monthly/Daily field
personnel fram Section Chief
level up to Div. Mgr.

except. PIR/TS

Monthly/NDaily personnel under
his supervision except

Div. Mgr./Asst. PM/PIE/18
Cashier and other accoumtable
of ficers

AA *

M *
RM/OM/PM

RM/OM/PM

PIR/TS/PF

Adm.
DA

DA

AA - A8

AA - FM

AA - AS

RM/OM/PM



2. Application for Retirement:

A1l retirement. applications
under RA 1616 (Per GS1S MC)

A1l retirement. applications under
RA 66D, PN 1146 and RA 8291 of
the following personnel:

- DA/AA//OM/RM/EM/OM/PTR/TS
including all monthly/daily

personnel under his staff

- all accountahle officers
(C.0. and F.0.)

- below Dept.. Mgr. level in C.0.
- Div. Mgr./APM in F.0.

- helow Division level except
PIE/1S/Accountahle officers

Appliecation for Vacation/8ick TLeave
of Absence with or without Pay,

DA/AA; all personnel under his
staff; ahove 10 days leave of
RM/OM/PM/TIM

A1l personnel under his staff
regardless of no. of days

A1l personnel under his staff
regardless of no. of days; more
than 120 days for all C.0. personnel
up to Sec. Chief level; up to 30
daya for DM; more than 30 days for
Div. Chief level

More than 120 days leave of field
personnel under his functional super-
vision; more than 10 days of leave

of Niv. Mgr. for FO/PIR/13/PE;

up to 30 days for RM/OM/PM

RECOMMENDTNG
OFFTCTAL

- o e aan e e o o

PRMD/AA-AS/
AA-FM

PRMD/AA-AS
AA-FM

PRMD/AA-AR

M */DM-PRMD

RM/OM/PM

DM *

RM/CM/PM

AA - FM

APPROVING
OFFICTAL

Adm.

Adm.

AA - A3

"AA - A8

RM/OM/FM

Adm.

NA

AA *

AA X




h.

Travel of NTA personnel
AA level on scholarship grant

aponsored by foreign institution
or thriy NEDA '

LOCAT TRAVEL:

Travel of all personnel for

more than 130 days

helow

Official travel to CO and any
travel outside the region of
field officinls and employees

lUp to

lip to
uwnder

Up to
under

30 days of the DA/AA

30 days of perronnel
his immediate supervision

30 days for personnel
his sector incl. travel

of .the RM/OM/PM

Up to 30 days for personnel

under his supervision
including the PIE/1S/PR

lip to 10 days for persnﬁnel'

under his supervision

Ttinerary of Travel (CO & FO)

Reyond 30 days travel of DA/AA;
travels of all other personnel

Up to
under

Uip to
imme.

under

llp to
under

lip to

Up to

30 days nf.personnel
his imme. supervision

30 days of RM/OM/PM/DIM/
staff, incl. all personnel
his rector

15 days of perronnel
his supervision

30 dayr

10 days

RECOMMENDING
OFFICIAL

DA Secy.

AA *

M *

Niv., Mgr./
Assat. PM

AA *

Sec. Chief
concerned

PIR/18/PR

APPROVING
OFFICTAL

Pres. or
Office Rep.

Adm.

Adm.

DA

AA *
RM/CIM/PM
PIO/TS/PR
Adm.

NA

AA *

M

RM/OM/PM/TIM

PIO/TS/PR



!

Up to 120 days for all personnel
up to Section Chief level
Up to 30 days for Div. Mgr. level
Up to 120 days for all personnel

umder hig supervigion; up
Sfo 30 days PIE/T5/Div. Mgr.

lp to 60 days for all personnel
under his supervision

Maternity lLeave:

Central Office personnel
Field Office personnel

Dropping from the Rolls of
of AWOL Personnel

Notice of Salary/Wage Adjustment.

Deputy Adm./AA

RM/OM/PM/IIM and Daily personnel
under his supervision

Monthly/daily personnel
wder his supervision

A1l personnel under his supervigion.

Travel of Personnel

a.

Travel Order

FORETGN TRAVEL,:
- Travel of the Adm./DA/AA

- Delegations or groups of 2 or
more regardless of ranks

- Travel of NIA personnel helow
AA level for more than one (1)
calendar month

- Travel of NTA personnel below
AA level up to one (1) calendar
month

RECOMMENDTNG

OFFICTAT

- — - o -y

Div. Mgr.

PTE/T18/PF

M *

AA %
RM/CM/ PM

Div. Mgr.

PIE/1S8/PE

DA Secy

_dn_

Adm.

AA ¥

*,

APPROVING
OFFTCTAL

M *
DM ¥
RM/OM/PM

P1O/TS/PR

AA - A8
RM/OM/PM

Adm.

Adm.

AA ¥
DM%/Brd Sec.

RM/OM/PM

Pres.

- do -

DA Secy. .

Adm.

- ‘T‘:o_\-., o



c. Certificate of Appearance

Field Office to Central Office:
- RM/OM/PM/Div. Mgr./PIE/18/PR
- Below hiv. Chief

Central Office to:
Regional Office
- P1(/Gystems
Projects .

CA shall be signed by the
concerned chief of office npon
presentation of the approved
anthority from the irsning office

Request, for Anthority to Render
(ivertime Services

- A1l OT in CO and FO for
more than 10 days

- Up to 30 days for personnel
wnder his supervigion

- Up to 30 days for personnel under
his sector

- Up to 15 days for personnel under
his department.

- Up to 30 days for personnel
under his supervision

- Up to 15 days for personnel
under his supervisgion

Provisions:

a. There is no increase
in the amount. of POW and no
funds are requested from €.0.

b. The total overtime pay of the
employee for the year shall not
exceed fifty percent. (50%) of his
annual basic salary.

RECOMMENDING
OFFTCTAT

- - o - -

AA %/DA

DM *

Niv. Chief

PIR/1G/PR

APPROVING
OFFICTAL

- - - - — -

A %
M * ]

RM/OM
PIE/15/PR
PM

Adm.

DA

AA ¥

DM *
RM/OM/PM

PIE/18/PR




RECOMMENDTNG
OFFTCTAL

10. Detail/Reassignment/Rotation of Personnel

a. Monthly

- Any salary grade RM/OM/PM/AAX
from one region to another,’
project. to region, field
office tg CO or vice versa.

- A1l personnel within CO/F0 AAX
ﬁMh from Division level and abhove

- A1l personnel w/in same RM/OM/PM/TIM
¢! region/project/department.
' under hir functional super-
vision except Div., Mgr. & ahove

- Below 8Section Chief within Div. Mgr./APM/
the mame Region/Project/ -~ PIR/14/PR
Integrated Systems/Dept..

h. Daily

- All daily personnel within . PIR/18/PR/Div. Mgr.
the same Region/Project/
Integrated Syrtem/Department.

ﬁwh 11. Designation of Persommel as OTC

- RM/OM/PM/DM/DIV. MGR./ AA%X/DA
PIE/14/PE/Sec. Chief/
Acconntahle Officers/
immediate staff

Q_’
- A1l other personnel DM *
- BRelow Section Chief PIR/18/PE/Div. Mgr.

13. Decisions in Administrative Cases

- All cases | TM-T.0/AA% /DA

APPROVING
OFFTCTAL

Aclm.

Acdm.

AA ¥

DM/RM/OM/PM

RM/OM/PM/DM

Adm.

AA %

RM/OM/PM

Adm.



P

RECOMMENDING
OFFICIAL :
14. Request for Flexi Time - Field 0ffice
- All monthly and daily . Div. Mgr./APH/
personnel under his PIE/IS
supervision '
15. Authority to Exercise Prdfession RM/0M/PH/DM

For strict compliance.

The progress of this authorization shall be monitored
by the Office of the Administrator.

&

APPROVING
OFFICIAL

- v - ———

RH/70M/PM

AA - NS

fS

ORLANDO V. SORIANO
Administrator

April 21, 1998°




ACRONYHMS:

X

DA Secy.
Adm

DA

AA
AA-PDI

AA-SOEN

An-FM
AA-AS
8rd Secy.
RM

oM

PH

oM

Div. Har.
PIE

IS

PH

APH

PE

coAa

Cco

MsD

Dso

GAD

BD

Concerned Official

Secretary, Dept.of Agriculture

Administrator

Deputy Administrator

Asst. Administrator

Asst. Adm. for Proj. Dev.' &
Implementation

Asst. Adm. for Sys. Operation
&% Equipment Management

fAsst. Adm. for Finance & Hat.

fAsst. Adm. for Admin. Services

Board Secretary

Regional Manager

Operations Hanager

Project Hanager

Bepartment Hanager

Division Manager

Provincial Irrigation Engineer

Irrigation Superintendent

Project Manager

fisst. Project Manager

Project Engineer

Commission on Audit

Controllership Department

Hanagement Services Dept.

Design and Specifications Oept.

General Accouhting Div.

Budget Division
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