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CONCERNED

SUBJECT : REITERATION AND CLARIFICATION OF MEMORANDUM
CIRCULAR NO. 19 SERIES OF 2021 “CREATION AND HIRING OF
ATTORNEY IV/ SG 23 IN THE REGIONAL OFFICES”
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Following the 2020 Management Review, it was determined that reliance on Retainer
Lawyers was insufficient to meet the growing legal demands in the Regional Offices. The
absence of in-house legal personnel has hindered the efficient handling of legal cases,
court appearances, and overall legal support at the regional level.

Pursuant to NIA Memorandum Circular No. 19, Series of 2021, which outlined the duties,
responsibilities, and structure of legal positions in the Regional Offices, this
Memorandum Circular seeks to formalize the creation of Legal Services units in the
Regional Offices. The establishment of these units aligns with the agency’'s efforts to
strengthen its legal representation and operational efficiency.

To address these legal challenges, the engagement of Retainer Lawyers was
discontinued with the hiring of Attorney IVs, ensuring a more efficient and centralized
legal service framework. While the creation of these positions was approved at the
Central Office, the hiring process was conducted at the Regional level under the
supervision of the respective Regional Offices.

L Creation of Attorney IV (SG 23) in the Regional Offices

In line with NIA Memorandum Circular No. 19, Series of 2021, the Executive Committee
approved the creation of Attorney IV (SG-23) positions in the Regional Offices in casual
status. This initiative aims to strengthen legal representation, expedite case handling,
and enhance legal advisory services at the regional level. The presence of in-house legal

personnel is expected to improve legal compliance and reduce dependency on external
counsel.
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Several tasks of the Attorney IV shall be carried out under the Instruction of the
Manager of Legal Services. These include activities related to legal cases, court
appearances, submission of status reports, and other duties assigned to the Attorney [V
to ensure alignment with NIA's legal policies and objectives.

To uphold the quality and integrity of legal documentation and advisory services, the
Legal Services adheres to a two-layered review process for all legal documents. The
initial review shall be conducted by the Attorney V, followed by a final review and
approval by the Legal Services Department Manager. This practice ensures thorough
scrutiny and compliance with established legal standards before final endorsement.

IL Creation of Legal Services in the Regional Offices

As the legal protector of the Agency’s interests, the Legal Services is responsible for
ensuring the protection of corporate rights, properties, and legal standing in all matters
concerning its operations. To further enhance legal operations, the Legal Services
Central Office recommends the creation of dedicated Legal Services units in each region.
These units shall be composed of:

1. Attorney IV (SG-23) - Responsible for legal representation, contract
review, case handling, and legal advisory functions.

2. Legal Researcher Il (SG-18) - Provides research and administrative
support to ensure well-founded legal opinions and documentation.

The rationale for treating the Legal Services in the Regional Offices as a Unit under the
Office of the Regional Manager, rather than a Division, is evident in NIA Memorandum
Circular No. 19, Series of 2021. Under this structure, the Department Manager of the
NIA Central Office Legal Services, together with the Regional Manager, holds concurrent
supervision and control over regional lawyers, particularly on matters affecting the
corporate rights and obligations of NIA. This structural alignment is reflected in Annex
'C' of NIA Memorandum Circular No. 19, Series of 2021 (Position Chart}.

In accordance with the intent of NIA Memorandum Circular No. 19, Series of 2021, the
highest-ranked lawyer in the field office shall be Attorney IV, who shall act as the Unit
Head. This designation ensures that the NIA Central Office Legal Services retains
structural and positional supervision over Regional Lawyers, thereby maintaining
uniformity in legal oversight and decision-making authority across all regional offices.



IIl. Administrative and Functional Jurisdiction

The Legal Services Central Office shall have supervision and jurisdiction over the
functional duties of the Regional Legal Section, ensuring alignment with national
policies, legal standards, and agency objectives. This means that the Central Office
oversees and guides the Regional Legal Section in legal matters such as contract

preparation, case handling, and legal advisory functions to ensure compliance with
organizational policies.

Meanwhile, the Administrative and Finance Division of the Regional Office, along with
the Office of the Regional Manager, shall oversee the administrative duties and
responsibilities of the Legal Section, including office management and procedural
compliance within their respective jurisdictions. This means that any non-legal,
administrative tasks—such as organizing files, managing office operations, and
handling personnel matters—will be managed by the Regional Administrative and
Finance Division and the Regional Manager, while actual legal work remains under
the Legal Services Central Office. (Refer to Annex A)

This memorandum serves as a directive for the structured implementation of the Legal

Services units in the Regional Offices, enhancing legal governance and operational
efficiency within the organization.

For guidance and compliance.
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ENGR. EDUARDO PE/IE G. GUILLEN
Administrator

Date 1 3 MAY 205
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ANNEX A

LEGAL SERVICES
Regional Office

ADMINISTRATOR

Legal Services
Central Office

Regional Manager
Regional Office

Administrative and Finance
Manager

Functional
Jurisdiction

Administrative

Altorney 1V Jurisdiction

Functional Jurisdiction
e Review and Oversight-

Legal Researcher

LSCO supervises LSRO by
reviewing legal documents,
contracts, and property
matters to ensure compliance
with national policies and legal
standards.

e Coordination and Deputization
- LSRO coordinates with LSCO
for court appearances,
deputization, and fact-finding
investigations involving legal
concerns.

e Reporting and Monitoring—
LSRO submits reports to LSCO
for oversight of legal activities,
administrative cases, and
compliance with legal
timelines.

e [egal Guidance and Advice-
LSCO provides legal direction
on national legal matters,

2gulatory frameworks, and

administra
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addressing region-specific
concerns, including:

Administrative Jurisdiction
The LSRO assists the LSCO by

e Handling administrative
offenses and providing legal
advice at the regional level.

e Preparing region-specific
legal documents, opinions,

and correspondences,

which are subject to LSCO
review if they extend beyond

regional implications.
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