Republic of the Philippines

: OFFICE OF THE PRESIDENT
W NATIONAL IRRIGATION ADMINISTRATIO
CENTRAL OFFICE :

MEMORANDUM CIRCULAR No. _6__4______
Series of 2026

TO : THE SENIOR DEPUTY ADMINISTRATOR, DEPUTY ADMINISTRATORS,
DEPARTMENT / REGIONAL / PROJECT MANAGERS, DIVISION
MANAGERS, AND ALL OTHERS CONCERNED

SUBJECT : ISSUANCE OF NEW IDENTIFICATION (ID) CARD FOR NIA OFFICIALS
AND EMPLOYEES

Pursuant to the agency’s continuing efforts to enhance uniformity, improve security, and
ensure proper identification of all personnel, this memo informs all officials and employees that
new official Identification (ID) Cards and lanyards will be issued.

The new ID design has been updated to reflect the agency’s current branding featuring modern
layout and official color schemes that aligns with the existing organizational standards. The
approved design and specification for both the new ID cards and official Lanyards are as
follows:

A. NIA Identification (ID) Cards

Specifications

e NIA PVCID Card, Printable White (wallet size)

e Dimensions Size: 8.56 x 5.4 cm or 2.125 x 3.375 inches
e with Transparent sliding ID Holder

Layout Design

The approved Front and Back Layout designs of the PVC ID Cards are attached as Annex
1 for Central Office and Annex 2 for Regional / Project Offices.

B. Official Lanyard

Specifications

e Approved Lanyard Layout Design (Annex 3)

e Lanyard - 20 mm width / 18 inches length max including buckle portion;
e Lanyard fabric material (polyester);

¢ 20 mm Metal Logo Pin;

e Heat Press finish;

e  With Buckle and ID hook;
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Guidelines

A.

All NIA officials and employees regardless of employment status shall be issued an ID
Card and provided with the corresponding official lanyard;

Each Office shall be responsible for the procurement and production of the official 1D
cards, ID holders, and lanyards, and shall ensure strict compliance with the approved

designs, specifications, materials, dimensions, and quality standards prescribed in this
Memorandum;

The distribution of the new ID cards shall commence after completion of printing and

validation. Employees are reminded to surrender their old ID cards upon receipt of the
new one;

The ID shall be worn at all times within office premises and when representing the
agency in official functions, fieldwork, trainings, or public engagements;

The official NIA ID Card shall be valid for five (5) years from the date of issuance, unless
earlier replaced or reissued by the Agency due to changes in the official ID design,
branding, security features, or other administrative requirements;

The official NIA ID Card, ID holder, and official lanyard remain the property of the
Agency and shall be surrendered upon separation from the service, retirement,
resignation, transfer to another agency, or upon demand by the Agency;

The official ID Card shall be used solely for official identification and shall not be lent,
transferred, altered, or used for any unauthorized or unlawful purpose;

Any lost, stolen, damaged, or defaced ID card shall be immediately reported to the
Administrative Office or Human Resources Division of the concerned Office. Requests
for replacement shall be subject to existing Agency policies.

This Memorandum shall take effect immediately upon issuance

For strict compliance.

ENGR. EDUARDO EDDIE G. GUILLEN
Administrator

For and in behalf of the Administrator
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ENGR.ROBERT C.SUGUITAN ~
Officer-in-Charge, Office of the Administrator
09 JUL 2026



ANNEX 1:ID LAYOUT DESIGN FOR CENTRAL OFFICE

FRONT LAYOUT BACK LAYOUT

)

EMPLOYEE ADDRESS:
Republic of the Philippines #189 Brgy. Kalawakan, Universe, Quezon City
NATIONAL IRRIGATION ADMINISTRATION
CENTRAL OFFICE CONTACT NUMBER: +63 917 123456/

DATE OF BIRTH: 01/02/1987
BLOOD TYPE: 0+

IN CASE OF EMERGENCY PLEASE CONTACT:
JUANA CAMILLE B. JUAN B. DECA CRUZ
n!u cn“l +63 918 123 4567

Human Resources Division This ID is non-transferable and must be surrendered

Administrative Deparment immediately upon separation from serrvice. Any loss should be

reported immediately to the NIA-Human Resources Division,
Administrative Department.

Validated By:

ATTY. AILYNE C. AGTUCA-SELDA
Manager, Administrative Department

Date of Issue: 01/01/2026
Date of Explry: 12/31/31




ANNEX 2:ID LAYOUT DESIGN FOR REGIONAL / PROJECT OFFICES

FRONT LAYOUT

Republic of the Philippines
NATIONAL [RRIGATION ADMINISTRATION
CORDILLERA ADMINISTRATIVE REGION

JUANA CAMILLE B.
DELA CRUZ

Human Resources Dvision
Administrative Deparment

BACK LAYOUT

)

EMPLOYEE ADDRESS:
#189 Brgy. Kalawakan, Universe, Quezcon City

CONTACT NUMBER: +63 917 123 4567
DATE OF BIRTH: 01/02/1987
BLOOD TYPE: O+

IN CASE OF EMERGENCY PLEASE CONTACT:
JUAN B. DELA CRUZ
+63 918 123 4567

This ID is non-transferable and must be surrendered
immediately upon separation from service. Any loss
should be reported immediately to the NIA CAR
Administrative and Finance Division.

VALIDATED BY:

GRACE A FANGED
Manager, Administrative and Finance Division

Date Issued: 01/01/2026
Date of Expiry: 12/31/31




ANNEX 3 : LANYARD DESIGN
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LANYARD SPECIFICATIONS

- 20mm WIDTH LACE

- 20mm METAL NIA LOGO PIN

- HEAT PRESS

-- With Buckle

Materials (See Attached Sample)

Design
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