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Tehruary 43, 197¢

RRFARTMENY MEMORANDTN
Mo, L4, g 197%

CHARP OR QOTLINE O 3TANTARD CPERATING DROCADURES
OF Lo@ OFFICEZ AND UNLTE )

To the:-
Buresun Directors
Fezlonal Direebors
“hiefzs of Services aud
- Heads of Gnilts

1. Inelaacd ts *emorandam Cireular Wo., B58F of

the Dffice of the Pregldent al' the Philippines dzted
Javwary 16, 1075, relteratine “emorapdum Cireular No, 3215
dated January A, 1970, "hese repulatfona reaulro a1
povernment. sgencles, subdivizionm: and Ifnstrumenialities to
meke & chart or outlline in simplired but snencrehonsive
form of theie ressective stpndard apewating procedures -to
be posSted or diarnlayed 1n approprlzte conepiczous places
In thalr ¢f¥ice premises so that the general public will
kriow how and to whom to progect thelr corplaints or
problerms #nd thuw avold vhnecosiary red tane and dispense
with the employmeent, in zcertaln cases, of niddlemen,

The smegestsd pueldelines in the preparation and dlaplay
of charts or cutlines sare inalasard, '

L, Comoliance therewlth by 4ll epneerted s
enjolned. Two anpies of Lhe chacrt or putline of the
gtanderd scperating procedures showld be svbmitted to thils
Offlee not later tnan Mevrabh 1%, 1376,

3. Fraferential sattention to thly tatier 13
deglrad, -
YEGD. ) JUAN L. MANUEL
necretary of ¥ducaticn gnd Culture

Irmcls.:
Ly statad

Allotment: Ll-—{0.0. 1-TA}

To b indicated in the Perpatual Tndex
under the followlne sﬁh’est -

FLANE OFFICTALS _ RIICES and REAUGLATTONS
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TAMGIAPAN MR FANGOLO HG ILITPINAL
{OFFICE OF TR FRESINTAT OF TH PHILLZ2PINES)

MEMORANDLH CIRDULAR HZ, A5G

ENJOINING ALL OFWIOES, AGHRNCTRE AHE INZTRUMENTALITIZS OF
IHE GOVERNMENT 0 COMPLY 2TF10TDv WIGH TR HEUIFE-
MENTS 0% MINOIANDUM C1S2ULAN M0, T1R DATELD
JANTARY 20, 1950,

YWemoranduTr Clreulzr Mo, 3i% of shls LGffice daxod _
January 30, 1970, recuiras nll goveranent agenceles, sub-
divisfiona and instvwwrentalltiss te maks a chart or cutb-
Line of thelr rempeative standard uparaling procedul es
foer posting or dilaplaring in approcrilate conaplouous places

- irr thelr offlece premises, o chat the general public will
kmow bow atd to whom to preasnt Lhoelr complaints or
problems, and thus avoeld unnecessgary red tape and 31apense
with the emplayrent in zertain seses of "middlemen,™

It Ias cpie te the attenticn o this O7fdlce that many
government ontlties and agencies have not up to Tthis t 1z
camplied with the provisleons of the zzid Cireular, All
eoneegrned are therafope heveby enjoiced to dn 2o not later
than February 29, 1976, furnishirg the Copplaipta and
Inveatigatlon ZIfice of the Offize of thoe Presldent,
which shall supewvizoe the implemenlallon al* Lhis Circular,
w1th coples of the required Stendard Upcratlng Trocedutss.

o CEOL.y Jaghsn . OLAVE
Preajdentlal Execu<ive A=zslstant

Manila, Januery 1%, 1072
1o -

CERTIWIED CDOZY:

{5G0,) MELQUIATES T. 2E La CHUR

Presldentinal Htafl Tdrestor

Repordas Orficer .

C A rapnified Ci'ege Gopy: .
fenTy, ) UREAND L. GARCIA 241270
teting adwiniztraffve-fficer

"o
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tInclgsure b, & to Departoent. Memorandun Koo g, £.. 1976,

Tdﬂciﬁaﬂﬂ He Padalon H BooiPiuas
[3FF!SE OF THE ERCATIDENYT CF THE PHIT.IPPINES:

' MEMORANTUM CIRCULAR MO, 315

GIQUIRING ALL GOVSRNMERT ASERCIES, SMITIVISIONS abD THE-
TROUIMENTALITIES ' MAKE & CJHART OF OUTLINE O THRIR
‘RESFENTIVE 2TAMDARD GPERATIHH PROSEDIREE TOR DIZ&SE_
MINATION T3 THEIS JLIENTELE AND THFORMATION oOF TID
MENERAL PURLLC ' ' '

[

WHERZAZ, the sbandard ocrevating pracedures ohaerved by

varlious government offices and entitiss in any matter
of offleisl husiness are mostly unknown to ar not
Fully wndepzteoad by the penoral publis,

WHESZAS, such lack of mawsciate inrormstlion has caused the
putiile to-enpage Ltho servlees nf £hird parties {flxers}
In tranzaeting officdsl bvusiness= with wovaparent of -
floss, 2menolea and instrumentalities, thereby craet-
ing 4 sltuation conduelve to the oerpoetration of core
-rupt practices agninot which thio adminiztration 1z
pursulng a determined campaipn; -

WHERF RS, it iz tellieved <hat the pubilcatlcn of the aforo-
sald stendard operatlng prosedurc: would precluds the
nead of the puelie far outslde azslstance provided by
"fixer=" 1n ~leailng with the government and uﬂnﬂequEHtly
eliminate Gource ol Fraft and carription;

It 1=, rnﬁ“efnfe, hereoy direeted tnat all PnfernmEnt
ggenctes, subdivisicne and offices, Inoluding Fuvernnfnt-
owned and/or conlivelled corporatlcrs, preyare 3 chart arp
outline, in 21mpli™ed bat comprechensive form, ol theip
respective standurd aperaoting preccdurcs for poatine or
displey in approoriste conapiepous clacesd In thedr office
Eremises wilthin three (3) nonthe from the preceipt ot this
aircular.

Poples of 2aid standerd operating procedures skalil bhe
Furnlehed the Tresidentinl Agepey un Yeiorme and Sovern-
ment Operattons (PARGD. apd the Vanagenment Service of the
Budget Jommissicn, The latter shall »eview and avralyate
Lhe 23FE  submluted and »ecoremend modlilicsticnz znd improve-
et . :



Th= FARGD ghall subncervlse the dmalotsensatlon of thias
Silroular, '

Done n the ity of Manila, Lwis Aith day of Jznuary, .
in thé wyear.of Jur Lord, Hinetszen “undred and Sewventy,

(5%, ) WRENSTD M. MATELA
Exgoumiva Secrafany

pal PARGD
Teb, &, ZOTC
CLFRATIO
2.11-Fh _
i rertified fTun copy:

(8T DRRAND L. GARCTA 271276
hetine Aduwinistrative O Micer
I A



{Inelasure o, 3 £a Denarinent Memorandun Ho. ud, =, 19750

SULGGERSTER CUIDELINES 1Y THE FPREFARATICH AMD JIEZPLAY OF ©
CHARTS CR CUTLINES OF QFFLQE S0OF:R

SR LAEREEEAREE S S SSESRFSSSR TS SS=S========c==csiZooismaxEEaSsaTEmamsh

1. Post 1n 2 con=zpleucus- place  fngedlatoely wisisle to
persaons who have. official transaction with the office,

2. Additlenaliy, provide Zapelop or logal dialeet wer-

Blons fﬂr_thuse wheo dg not undeyztand Spelish,

7. Letters should be large snpupt w0 be readable af a
diztance of two {Z2) meters oy persans.wifﬁ narmal
syeilipht,

L, Language simrple enourh to e understucﬂ.hy persons
witﬁ av&rig& &ducatiﬁnal attainment. .

F. fompreheneiva encugh that persons reading e shart

| ﬂilldknnw Lhe Mellawing: _
A4. Whot {(personss) to approsch ir commectlon with

hls har nfficial transaction. |
. §£§Eﬁ (4 hé followsd in transacting official

hupinsds,



