-l

. {tepublika ng Pilipinas

iy 4

PAMBANSANG PANGASIWAAN NG PATUBIG
(Nationa) Irrigation Administration)
Gusaling APC, Quezon lMemorial Circle
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¥o# o, 8 29T
3 MEMORANDUM CIRCULAR
TO ¢ THE ASSISTANT ADMINISTRATOR FOR ENGINEERING AND

OPERATICN; ASSISTANT ADMINISTRATOR FOR SPECIAL PRO-
JECTS; AbSIbTANT ADMINISTRATOR FOR FINANCE AND ADMINIS-
TRAL‘ION- AND ALL OTHERS CONCERNED

This Agency

SUBJECT 3

L;&;esito A551stant Adminlstrgtors, NIAA

In line with the policy of the Administration to decentralize
decision-making in order to implement more expeditiously its ap-
proved plans, programs and schedules, there is hereby promulgated
a set of additional delegated authorities and responsibilities to
Assistant Administrators of NIA for their proper guidance and cam-

pliance,

In order to achieve a more effective implementation of these
matters, others concerned are also herewith furnished copies of
these authorities and responsibilities, for their information and

guidance,

All directives and instructions issued in previous memo-
randum circulars and other issuances which are inconsistent here-

with are hereby modified or superseded,
This shall take effect immediately.,

Please be guided accordingly,




AUMINISTRATOUR

(1) ?igns internal_communications on matters that are confidential
in nature, policy-determining or precendent-setting such as:

(a) Designation‘of NIA personnel as representatives to inter-
agency cammittees or designation of NIA personnel:to
travel abroad.

(b) Proposals to the Board on plans, programs, budgets and
other matters for inclusion in the agenda,

(e) Travel orders and itineraries of Assistant Administrators
and personnel directly under the office of the Administrator.

(2) Signs important communications to ouside offices addressed
to heads of departments, commissions and other offices of
equivalent rank, such as:

(a) Budget Form 121; Financial and Work Plans, requests for
release of allotment of approved budgets.

(b) Letters to consultants/contractors re: acceptance of offer
to start work prior to contract negotiation and contract
signing.

(¢) Requests to Malacafiang for approval of special budgets,
staffing pattern, etec.

- (d) Letters to foreign lending institutiors on financial and
technical matters needing the attention or action of the
Administrator.

(e) Agreements with cooperating agencies on tie-up activities.

(f) Formal charges against Assistant Administrators and person-
nel directly under the Office of the Administrator.

(3) Approves internal matters which are non-routine, highly confi-
dential, policy-determining in nature, controversial such as:

(a) Applications for leave of absence of Assistant Administrators,
and personnel directly under the Office of the Administrator;
heads of departments, staffs, regions and special projects
exceeding 60 days.,

(b) Application for travel or to undergo training abroad.

(¢) Request for relief from property accountability of
assistant Administrators, regional irrigation directors,
heads of departments/staff and Project Managers including
personnel directly under the office of the Administrator
after audit has been properly undertaken.

(d) Designs/plans of major structures of both foreign-assisted
and locally funded projects.

(e) Penalties such as preventive suspension, reprimand and
other penalties recommended for grave offenses committed
by NIA officials/employees as well as recommendations on
complaints and administrative ecases.

(f) Choice of consultants for special projects,

(g) Claim for damages filed by contractors; extension of period
of contract work and delivery period for construction
materials, supplies, equipment and spare parts.

(h) Committee resolutions on prequalification, bids and awards
(domestic and international).
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ASSISTANT ADMINISTRATOR FGR ENGINEERING AND OPERATION

(1) By authority of the Administrator signs internal/external commu-
nications on important, non-routine matters which are not confi-
dential or policy-determining such as?

(a) Coimunications to field officials (except those in special
projects) concerning controversisl matters and major changes
in plans, programs, designs and the like,

(b) Office order creating technical committee or sub—committee
on bids and awards for construction materials and supplies,

(¢) Authority to field officials to hire emergency laborers,

(d) Orders for suspension of allowance of field of ficials in
NIA proper or restoration of same.

(e) Personnel locator slips of department heads in Engineering
and Operation as well as personnel directly under the
Uffice of the Assistant Administrator for Engineering and
Operation.

(f) Formal charges against heads of Engineering and Operation

Departments as well as against heads and assistant heads
of regions and personnel directly under the office of the
Assistant Administrator for fngineering and Operation.

(g) Invitations to bid; notices of bidding and award.

(h) Communications to suppliers regarding goods and services
contracted under capital outlay for NIA proper.

(i) Invoices of and other cammunications to contractors/
consultants as well as certifications of performance and
work accomplishment. :

(j) Notices to consultants/contractors/sifpliers to procedd with

activities in NIA proper based on aggroved awards.
cohtractor

(k) Notices of award to consultants/fer services contracted for
\ll_K . Projects in NIA.
'_,L,‘A-,,;_’.(,',, SNy
1'}2) Approves: ik

(a) Contracts, Requisition and Issue Vouchers and Purchase Orders
for construction materials, equipment not exceeding $500,000.00
under capital outlay including job orders for repair of
equipment beyond ¥50,000.00 subject to the condition in page 2,
paragraph 8 of MC # 19, S. 1975 requiring monthly report on
major decisions made.

(b) Travel orders of hdads of Regions and Engineering and Operation
Departments; itineraries of travel of personnel in Engineering
and Operation and all personnel directly under the office of
the Assistant Administrater for Engineering and Operation for
amount exceeding #¥1,000,00.

(¢) Applications for leave of absence not exceeding 60 days filed
by heads of Regions and Fngineering and Operation Departments
and personnel directly under the office of the Assistant
Administrator for Engineering and Operation.

(d) Applications for leave of absence aexceeding 60 days filed by
personnel b elow heads of regions and Fngineering and Operation
Departments, under the office of the Assistant Administrator
for Engineering and Operation,

(e) Requests for relief fram property accountability of personnel
below heads of regions and engineering and operation dep«‘f\rt-
ments and personnel directly under the office of the Assmtar_xt
Administratar for Engineering and Operation after proper audit
has been undertaken.
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(f) Requests for authority to purchase certain justifiable and
specific equipment for NIA projects wit hin limits of
delegated suthority.

(g) equests of outsids offices for use of helicopter and/or
NIA vehicles,

(h) Change of station of field personnel and turn over of duties and
responsibilities of employees below division chief level,
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AmINISTRATQR FOR SFECIAL PROJECTS

L -1¢ Administrator, signs internal /external
pmupjem ct.sh mmnicatiaons on matters pertaining to Special

whi ‘ :
such as; ch are not ¢@mfidential or policy-determining

£

E8) Tonbiiiaa <
Qrszric‘jlms Covering various matters to field offices
pecial projects ad directed by the Administrator.

:‘;th‘ity_for withdrawal from MAS Compound of supplies
e materials for Special projects including inventary
properties of special projects.

()

(e)

I-bsignat,‘im of persornel in special projects as pettv
cash officers without additional compensation.

(d) Pormal charges against NIA personnel in the head office
of special projects as well as heads and assistant heads
of special projects.

(e) Applications for commercial letters of eredit for special
projects,

(f) Commnications to ISRD and other foreign banks regarding
cammitments of the special projects; monthly status reports
of special projects as well as the carresponding communi-
cation transmitting same to appropriate parties.

(g) Communicstions to suppliers re:goods and commodities
supplied to special projects.

(r) Communications to proper agencies requesting tax exemption
abd release of equipment and parts procured for special
orojects.

e L

(1) Commnications to appropriate agencies such as GSIS and
Department of Labor regarding benefits and claims of
personnel in special projects under various laws on
employment .

(j) Cammnications regarding bidding and award of goods and
services needed in special projects.

(k) Invoices of and other communications to contractors/con-
sultants in special projects as well as certification of
performance and work accamplishment.

(1) Request for Fiscal Agency Service (CB Fomms)

(2) Approves:

(a) Applications for leave of absence not exceeding 60 days
filed by department chiefs or heads of special projects
and personnel directly under the Office of the Assistant
Administrator for Special Projects,

(b) Applicstions for leave of absence exceeding 60 days filed
by personnel below department chiefs and heads of special
pro jects,

(¢) Travel Orders and itineraries of travel of personnel up to
Department heads and Project Managers in the Special Projects
for amount exceeding P1,000.00 per travel order,

(d) Requests for authority to purchase certain justifiable and
specific brands of ecuipment for special projects within
limits of delegated autharity,

(e) Contracts, requisition and Issue Vouchers and Purchase Urders
for supplies, materials and eguipment not exceeding ¥500,000.00
including job orders for repair of equipment beyond #50 OOO.OO'W
subject to the condition on page 2 paragraph 8 of MC 1‘5, 8. 1975,
requiring monthly report on major decisions made.
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pro jects ‘Whj.ch

¥ cash payment :of supplies procured in special
amounts exceed fL99.0D. ¥ (0D .00

i ed
() Notice of award to consultants/contractors far services contract
for special projects.
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\SSISTANT “ADMINISTRATGR PR FINAICE AND ADMINTSTRATION

(1) By authority of the Administrator, signs int ernal/external com-

munications reg

are

(&)
(%)

(e)

(a)

(e)
(£)
(g)

(n)

(1)

arding finance ard administrative matters which
not confidential or policy-dehermining in nature, such as:

Authority for movement including entry and withdrawal of
supplies and materials in the MAS Compound.

Communications on attendance of NIA personnel at seminars/’
workshops /training sessions.

Formal charges against heads of staffs/departments including
per§onne1 directly under the Office of the Assistant
Administrator for Finance and Administration.

Cgmmmications with.national treasurer regarding NIA's
finances amd accounts including deputation of Cashiers.

Comminications regarding training of NIA personnel.
Applications for commercial letters of ecredit far NIA proper.

Request to the Budget Commission for use of savings of the
Agex-xcy, etc., to Bureau of Customs for release of imported
egglpment and supplies for NIA proper; to Department of
Finance far tax exemption of imported cammodities for NIA
proper, etc.

Communications to appropriate agencies such as GSIS and
Depertment of Labor regarding benefits and claims of per-
sonnel of NIA proper under various laws on employment.

Designation of NIA persomnel as petty cash officers without
additional compensation.

(2) Approves:

()

(b)
(e)

t fd)
0

(e)

i

(g)

(h)

Applications for leave of absence not exceeding 60 davs filed
by heads of staffs/departments under Finance and Administration
and personnel directly under it.

Proposals to advertize the Agency and its operatioms.

Requests faor relief from property accountability filed by
personnel below heads of staffs/departments under Finance
and Administration and personnel directly under it after
proper audit has been undertaken.

Requests for ,- cash payments of supplies, procumed
in NIA proper @; mounts exceed,_ﬁgg:gmoj' Surn o

Applications for loan from Special Vehicle Loan Fund.

Travel order of heads of staffs/departments under Finance

and Administration; itinerary of travel of persannel in

these depart.mmts/staffsrror amotnts exceeding ¥1,000.00

and persolnnel directly under itl sv. ;
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Plantilla of personnel based on approved budget and staffing

pattern.

Applications for leaves of absence
by personnel below heads of departmen
Office of the Assistant Administrator

Aministration.

exceeding 60 days filed
t/staffs under the
for Finance and



