mi

'if‘MEC&”’O'R DiL’R'" ”
 No. 11, s. 1986

;{Tbi;_Deputy MlantFrS

"ﬁfﬁifAu horltv tn travel @f LESOS as Wbll uq dﬂmastlc

bf}:?; Authar1ty to travel abroad.;wiv.

_ R@publlka ng Pll plnau>----:¥:-‘
< (Republic of the Philippines)
" MINISTRI NG EDUKASYON, KULTURA AT IS ?ORTS
(MIN&STRV QLHENK“A$10N,‘GULTURL AND QPORi )
o ;havnlla SR

bluVATUPE ON GORRESQONDLBCE ANL FINAWulAL MATTPhS

.~ Assistant owurptdrleﬁ
;}Bureau Dmrmctmra ﬁz;,i:”
~ Regional Directors P
. Cultural Agency Dlr@CtOPb ey . :
. Chief of Service and Heads of UnltSICenter : Lihe
~ Voeational School Superantundents/Admlnlstrators i
. Head Executive Aqalgtant BN ' ’
"Ch¢ui of D1v1 lons

i LffecthL lNMEdiathy, tha authcrlawd gmgnature mn e

ufoffmcnal correspondence and financial matters emanating from e
~ the gentral Office of thla Mlnl gtry shall be as indicated in
. this Ord@r-y-y:[f_: e i e

f_A{.To be alpned by the anlster.__ ?_.

3”1;5a11 folClal corresp0nd9ncn addressed to thp follow1ng;: »:: '

~officials: The President of the Philippines, the

o Prime Minis tev, the Speaker of the Batasan Pamnmnqa,

 Heads of Ministries and!aff1c1als cf the same ranky
 Mambabatas Pambansa, the Chief Justice and Justices
of Supreme Court, the Presiding Justice and As soelatuff .
-Ju tlaet af the Intmrmadl te Appellate Court HR

f;?};All correapondencelnv01V1n@ po]xmy d?clSlnnq.

'733§ﬁéll Uffltlal correapondenme whmch, under exis tlngi’i”%“

oo laws, rules and regulatzons requmrp thﬂ 51gﬂatur¢  ‘f§ ‘:
H{of fhe Mlnlbtry H&ad Gl ‘ S i g

3ﬁ@wﬁlsznlstry ordaru, memnrandm and uthrr lnatructlons

-which affect tha bureuu 'and oiﬁlcas under the
»EWlnlatrY.: i:H o o e B : i

 1jj5;fRecommendat10ns for appoxntm@nt to carger. Lx@cutlve

. service pOS¢t10nS and cther p”&ltlbns appo;ntmcnt io
“ﬁ;whxuh 15 Ve Tpd 1n thw rebldenﬂ..., : R

. travel on official business of other officials and'ﬂf§
- employees exceeding thirty (30) days but not more
_ than three (3) months exclusive of travel tame '

March 20 Loaﬁfv.':




L

'CRECbmméﬁdafioﬁ to the Drnexdant for tpave* of

{'offlcmala for more, than three (3) mOn%hH

B

-Appolntmnn+s, assig nments, tran @rs, detalla,

retivement,. qupardtlong, reins Catwm‘ni af-

. assistant divisicn chiefs in the Oential Offlcﬁ b

and oi.§cnoo“**dmv101nb upnrlntbnawnts, Voca-

#ional schocl superdintendents and a%sxsfant

:*}schouls divigion. quperlnténdents,_;:;-

]_0
v_1n A (9) abOVC.
_L:L.
of decisions involving dismissal of subordlnate
ofFlclals and employues.-‘ : 1...1«;;_.
12,

13,
-u;achoml > collxgao, and unlvarSitlFS.

18,

Fati

20,

Acceptanue Gf reswgﬁdtmon of offlcmals mentloned

Order of prevent¢ve susponq;on ana conflrmatlon

Apprbval of 1eave of ubqence Of CL%OS

Fermlts and revocatlon of permlts of prlvate

':sMatters related to tumtlon and other s¢hool fees
~and policies 1nvolv1ng private schools colleges
-Qand uqlvwr sities ,»exc@pt as otherwabu delega+ed.;

v

;. Decisions on protestud uppOLntments and aumlnlstra-'
‘?wtlve Lases.v : : i :

Tkecognltlon anﬁ rnvocatlon of PhCanlthn of prlvata \"
stchools, uollwweb and unav¢r51t1ms.‘v v o

;&rant of unmveralty qtatus io pr4vate uOllEges.

( nt of hmnar;s Lausa degroe

ApprQVal of natlonal lwvel Lonven+1ono, copferenCes,ffﬂ

vxaemlnars, and workshops

fPapwrs on flﬂanclal transactmuns as follows

V,éﬁ Programq of pr@ndlturea, Plnancmal ‘and Work.

. Plan, and Request. for Oblig atlon of Allotment
~in excess of Plso OOJ. e

'ﬂfgb}aFash Dl9bursemﬁnt CElllnF 1n excess Uf PlOO 000

e Abﬂrmval,cf suballotment adv;ce..

*fdp;Certmfzcate No.. 5 HE dasburs@nent voucher 1n

=‘excess of PlaU 000..~

equest for flscal apenoy,servncm for amouﬁts"
in excess of P150,000 re GOP. contr¢but10n tu:
-1ntLrnmt1cnal oﬁganmzatlons llku oEAML : :




B

szf§;Countersagna Traasurv Wanrants mnu‘ ICAA checks
‘ﬁ_gjln axcess of PISD 000 _';'g,}! D

gy TTdVél @xpenqe vouch&v .for Forelgn and
. domestic travel lastlng mere than thlrty
- (30) days but not more than thrﬁe (3) '
;;_mmnths. i

'h;:Puthaoe Ordar and contraatq anvolvmng' mbﬁhta |
 of more than P.’LSD 000, : o
;;iiMiMemordnda of agreement bﬂrwuan or among MEC“':

o and other agencies 1nv01v1na any amount where
ﬂp;slgthmrles are Df &ahanﬂt rank el

%fglgiiNomlnataons for snholar hlp/f llowshlp abroad:: 

To be smgned by tha Deputy anlﬂter for gpneral ddmlnlstratlon,' 
admlnlstratlve and relatud matterb.. (io s;gn For the i s
MlnlstEP) : o

l All matters 1nv01v1ng persmnnel (appoln*ments, promotlonslﬁ-
= 1transfers, detallq, rea551gnment, reemployment, separd-
31;t10n, reinstatement, . retmrement, rﬂg;gnataon, leave of
 absence, etc. except as othexrwise provided hereln and
~ those delegated to reglonal dlrec+ora and school '
';superlnfendents e :

"QZ.jApproval for tne harmng mf contractual employees dnd
*5'§casuals : : ,

’-fagJTransmmttal of appolntment of CE

?Q{hijommlttne dec ' bns on protesth appolntmnnts.:ujf
;S.EIlnan01dl transactmon& as follrwa ' '

‘ 1¥Q;é,gProgram af Fxpendlture f reg1©nal Offlces and 8
Lo T MECS ﬁroper, upon rscommendation of the as istant

. secretaries for Admlnletratlve Service and Flndnmlal
*-pand Wanagement Seer e, nat excaedlng PlSO 000 s

”:ib;fCartlilcﬂte Na.‘s of dlshurSchnt voucn v Cuverlng
' settlement of oblmgatlcn in FYCPbo of PoO 000
-but not wver PlaO OOD B ;

liﬁ-b;fhpproval of Cas}xDimburcunortCCLILng Aqv;ces for
“53-reglaual of 10@5 not eyveedlng PlOO ODO i

ﬁ;:Memoranda Of agreeﬁmnt b¢twe~n.or : onp uRLS
. offices and other agencies 11volv1nw amounts 0
not less ﬁhan P50, UU) but nat more ihan PlSQ 000

“ _é;'F1nanc1a1 andIWOrk iﬁan and quuest for Oblm?atlonix:
oof Allotment in exepsq o* ?SO OOO but not mor~‘ ;.:;.
-f;than Pl&O 000 S




;
"f3f ‘Funchase Order 8y quuASJtlom and Issue Vouchvrs,f

cand contracts anOlVlﬁé amonnt UV&P Po UOU
;but more than PlaO Gao.

i gﬁ 1gnature on TCAA check nﬂd lrna urv Wayrantb 1nf
':exaoq@ of Pl%O OGO. Fries : R

: h.'baunters;gndture on TCAA check and Lrwasury
'"“*Warranta over P50, DOO but ﬂDt ovar ?l&ﬂ UUO

6. A1l marfprs pprtalnxng to" genwval adnin trablon, 1ncluu«

’,wnm, plannlng, %ublxcatlonq and 1nformatlon serv¢cu.

?:?Q Othmrs mattﬁrS dclp ated DV thv Mlnlvtﬁ?s

To: brislgned bv the Dﬁruty anlster in Chargm:of Procrama,; f»

%_ZPrOchts and SDeCJal Activitias. ain Llemanfarv, ueunndwry,_»_;
ﬁﬁjbtc. ATo 51gn. Tor, the Wlnls*ar) - : E =

gflgiAll mat*ers reldted to prog“ams, praject% and upacla¢

ractivities on elnmentaﬂy aducation, secondary educatlcn,;-

'“~5cant1nu1n education,. aducational testing, health and

;;nutrltlon, population education,. SChOlaPshlp and’ student
loan. aasmatance, teach@r educatlon, ch¢¢d ana kuth

'¢rescavch‘_

;’Pecammandatﬂona for appazntmant/promotmoﬁ of peraonncl
o in unlts under her ]urlsdlctlon. T T
S;prrpemﬂntc w;th ather agunnlev‘on areas mentloned above.¢f

vu.fCommunlcatnons to boardQ, commltte@s or comnlsslon

'}S_QOther mattp“a aelegated by “the Mlnlster.

O Cultural Agencxea, and, Prlvatp thOOl (To ngn for the

’fDeputy Minister ‘for Higher Edueation,” Voe: Te”h'zbdqutlgn‘
. Sports Developmenty EDrITAE: State tolleges anc Universiti

“wheve she sits as. mpmbnr or a5 represen+at1va of tHe {;f
:;anlster. ‘ EEE : : : o o

[

‘; M1n1ster)

fﬁﬁif'All matters relatnd to prmgrama, lwogects and: Speclal

Cactivities on dbovemeﬁtvoned dreau; cxaept tadcher i
Pducatﬁon. _,‘-: S : : L i

f-;{'Recommendatluws for apm01ntment/promatlon of pprqo nal

"of unltq under hl% jurlsdictlon.

b 1 Agre ments w;th other awencleq on ar@as mentlcned abOVﬁ

'u;'Pommunlcatlonq to boavds, comm1tree . op cﬁmmlﬁﬂlonv

. where he sits as member_nr ac_reprasen+at1ve or tha
"f;Mlnzster. : e T

‘5,’Other mattprs that may b» dalegat@d by t Qinistef.




L To be smgned by the Deputy Minister for legislative and
v:legal matters, administrative cases,school : S
o program and matters with s3 nxf;cant reglonal components,'f"
 (To signt ?or the Mlnastef§ i N

1
"”§budget praposals.

. -5

building

;2;

fTo

%Communmcatlons/declsmons on admlnlstratave and other
legal cases, 1nclud1ng change of name of pupals :
~and sfudents.:,;bi P .

SOther matters delegated by the Mlnastar..

fLeaVes of absenca
{central Offlce belmw assmatant Chlef of d1v1qaon.g i

fRequest for exemptlon from payment of custcms dutles.
EgApproval of request fmr transfer wzthout cost of if%"
'ggovernment prOperty. i - o

'.vehmcles.

:Transmmttal of vequest for transfer of Central Offlce '
'_;employees.;t i L : S AR Rt

Communlcatmons on proposgd-legmslatlan, ;ncludihg?j71'1 

gﬁCommunmcatlons on secur;*y matters.ﬁ, f,i[:fﬁ ;:"
f}Reccmmendatlons for appoantment/promotlon of personnel
~gunder the legal dmvmamon. e e
 }Matters relat;ve to the school bulldlng pPOgruﬂ.:;

qéMatters w1th sagnlflcant regmonal companents, like the
. sports prcgrams, allocation of funds for repalv and
@constructlon of schaol bulldlngS. : R

.

be 51:ned b"the

\fAuthovlfy’fdr local traVel of afflclals and employees
 below CESO level for a perxod not exceedlng flve (5)
_ days excluslve Qf travel tlme.%_i  i

of offlclals and employees in the

‘ﬁRecommendatlons for repanr of equlpment 1nc1ud1ng motorf o
7Referral of routlne communmcatlons on admmnlstratlve e
‘matters 1 : o S ; : _  == o

:Request for condemnataon of unserv1ceable property.zt_\’ '

:Property 1nventormes, o

 :Recommendat1ons for app01ntment/promotlon of offmc;alsﬁf""i"
;-jand employees 1n the admanxstraV1e serv;ce.‘ S

_A351stant Secretary for Admmnmstratlvg:tfi-'~



55}f 11

Flnanamal transactlons

5ua. Certafacate No. 3 of Dlsbursement Vaucher coverlng

: payment of’ obllgatlons for supplles, materaals
v}-and equlpment.:,;;- '

";'bg Smgns Treasury Warrants and TCAA ohecks not exceed»

 1ng P50,000 and in the absenca cf the Deputy
vM1nxster for Admmnlstratlon, signs TWs and. TCAA
for cash advance for salaries and wages of MECS
»offlclals and. employees. i :

ey Pupchase Ordevs Tor supplles, materlale and equlpm"'

. ment not exceedlng PS5, 000

: fdl‘Dlsbursement vouchers and paywclls fop salarles

L

5

Hand wagea of central offlce personnel.p e

'e;1Travel vouchers and vouchers for prevmously approvedW i

_tranaactlons not exceedlng Pao DDD

Inztlals all communlcatlons 1nvolv1ng personnel and

legal matters, pracurement, disbursement,: secur&ty, m'
custodial woﬁk ~and general administration prepared

-for the 31gnature of higher off;cmals.;;

fUrgent matters for the gignatira of elthér or both of
i othe two other assastant secre
'gof tDWh

G To b s_gned by the Assistant Secrétary for Flnancmal andgtifi*

gManqgement Serv1ce. (To sign: 1or the Minmster)

 : 1,

‘Refevrals of routzne flndnc1al matters. oy

fkécommendaflOn fo“'appraval of Pr amsof Expenditure L
f»af Central Offlm a ana. rchlondj of ueq._-v | o

b Q'Recommendatlon for appo;ntment/promotlon of personnel
v -1n the F;nanclal and Management Serv1ce._; o

\gPapers on Flnanclal transactlons‘

' fi:éQ'Recommendatlon ‘For Cash Dlsbursement Celllng Advmces} '

s for reglonal OfflLeB.: j~j. _

-;'B;'Request for obllgatlon of Allotment of not more
~ than P50 000, | o et

f:c;\81gns :Treasury Warrants and TCAA ahecks in excess

: of PSO 000

- a. Counterslgns Treasury Warrants and TCAA checks

“'not excemdlng PSO 000

arles when they are out»-:”’:




’ :ifand wages of Central Off&oﬁ'per onnpl

wga.hIn th@ abaenge of the Deputv M;nmster for

;iAdmmnAstratlon, countersigns TWs and TCAA
- checks covering cash advances for aldrles

ﬁif;fllnanAal and WOPk Plan awd Obllgat*on of

~Allotment and Specmal Budgets vcverlnr
'jammunt :mf PSU , 000 and below._

ilfg;;Adv1ce af cmunterolgned TWs and TLAA checks.__iﬁ;

;fh;:Certmfmcate No 5 of dlsbursamant vouchers for

’fOther mattéﬁs delegated by the Mlnz tar

QfUrgent matters for the s;hnature of the othar two

~ amounts less than PBU 000 and’ vouchars covering

' 5Qut¢penda, book allowances, raview fees and rblaLud

v:allowances of MECS scholara and cash advanues ngf o

'tf;mmru than P50,000.

Lﬁi;ﬂInltaams all d;sbursement vouch&r foﬁ,signatﬁréfj;f 7f:'
”fv jo£ hlghﬁr mfflcmals.‘g:: : el s

smstanﬁ qecretarleg when thaj are outuof town.-,f‘fjf'

g 16

:fbn slgned by the Assistant oecretary for Plannlng.,:

 sagn: For the anlster)

.fplans and pragrams for the Mlnlstry.

'f;Ceraapondence rﬂlated to wark plans and programg ‘
ﬁ:for submmq 1on to ather offlcee R

1 Forrespondence rﬂlated to plannxn@ and 31mllar‘mhtters‘

f?RPplmps to quérmes related tg plans, programs und
igsohool bumldlngs.;; . . : i

[?Other maitprs thnt mav bm dplepated by the anlﬂter..

{;Urg nt matt@rs prepared for 81gnature of tha oth@r twof
rfass;Stant secretarmes when they are out-of- town.fj-“ i

be. Slfnud by the Buraau D;rwctor% and Heads of Unit

' D¢rect1y Under the Minister (To slgq ~ Tor the Mlnlstwr)

;§Corraqpondenae ralatlva to lmplmmentatlon of prcgrams
:yand proqec*s at.;nalr “ﬁspec+1ve Jevels.. :

1}Forréspondﬂnce concernlnE faaulty-ataff ﬁbvwlopmunt.- |

;CorraSPOndpnce rel tlve to Pleuatxén of prrarams/prajec

;All uommunloatlmnw relatlng ta mplpn&nt%tlon uf polqcy
Sat themr raspectlve levelq.zf; S i . _

.



}10;

5. D“?fﬁsf”“d“.ﬂﬁ'ruja+l“‘,iﬁ d»v@1c0nent3of'éducatidnl :

Standargs S T

6. Correspandﬂnca,rei”*ﬁVﬂ-*a cuvvlaulum dpvmlonment
not rpqu1r¢ug be“ﬁ 1**~““

7 Othtr maff&rs rwfnvbod o tham DV th? Mlnmster f0r3'
: appPOprlﬂ*e actlcn._

8 ﬁuproval of yajrolla fcv rtvul rbaﬁd:céﬁuai'émpléyéé§: ‘ 

of Lhamr “espnctlve uﬂltu;' .v'_1_'Q_-'_'.v -

9. ROQ charvé blb to hﬂlr r&ﬂpec V:;‘ff  @

"' mrw@qpcnd@nge rﬁlatlve tﬂ mcmorandum of mgroem@nts
cwithilocal r‘forflgn ﬁgancmus pertaxnlna to tnelr
rvc%;vtlve unlta.‘ o

J To be signed by the Daractwr of iaachersﬁCampg‘;(To sign:

“ba. Authn_xty tm trdvel of camp per onnel

Qb;ipers ﬁul mdtters. j.;-';ﬁw;;

vfor tha Mtnlstov)

Correspondmncu ralatlng to the uve oF the camp,'axcspt

‘pollcy ﬂLOlaiOnb. 

mequeﬁt foJ ROA charp@dblw'a:alﬁufféampffﬁﬁds;

'Awproval OE puYVOlla-aﬂd «ouchhrs fov salarmec'and
: appruved trdvﬁl for camp personnml. :

Approvaj mf erehase Ord»rs and RLV 1nvo1v1ng amOunts
lusa bhun PZ(?OOO A :

LountcraLyn TCAA ohecks ln payment of obllgmtlons draww\f

~from camp fuzwd

:Slmns chmcks drawn fram 1+s P valV1ng fund in paym»nt of

ine vreg.ebdlgatmons, t@ bn ccu ﬁ*&rsmgnea by the camp

; audmtor’ o

Ffﬁmcommeﬂd fov approval of h:gher authorluv tnevf'
Lfallowmng-_v : :

'é.f&vmo¢ntme t of rgvular und cas ﬁaifémP1OYeés.;x*'

"Vd;_Work program Aﬁﬂ PPOantS,; _j

 To be-asigned Dby the H;k j
'_tha Mlnlstew)-~ B

Luplle“ to ihqulv;@a rblatlve to cultural matter v
chllea to fowelgn uppllcants fu; employmant.;

Other ma ,é. ' J be dhlbfdt@d by hlghe Offlﬁlals. -




s

L Io be smgned by the Chlef Personnel Dmvmslon. (To.Sigh§' '
or e 1nlster).tfzﬁ: _v;“. e T T

l All payrolls for personal services shall be verlfled
: -by the Chlet Personnel Offlcer. He shall Slgn' R

ay'Certlflcate Nc. 3 of dlsbursement voucher
©ooocovering: settlement of obllgatlons for
-.g_personal servxces.. i v

“: ib£3Cert1f1es servmce records employment of all
_[personnel.-:_cv : v S :

'”fbjc;:Certlflcate of appearance of peraonnel travellng
i.» t0 Manlla.%jg:...“_ i

”'f'f&g“Adv1ce of payment/suspen31on of salarles of
Z"gpersonnel L
"5~;51leLeaves of absence of 1evel 1 employees not exceed—si S
 ing B0 days. e i

: :I'fQ:Routlne communlcatlons mnvolvmng personnel matters.ﬁ”v:f’
31;g; Approval of Lqumvalents Record Forms (ERF) on .

~classified teaching positions (elementary, e B
. secondary and tertiary levels) as to ‘their range

7-a“51gnment, salary range and schedule of salary. jg-:_  ::'-'

: : fh;'Recogn1t10n of graduatlon as ta change of '
o .'educatlonal attalnment of teachers.,.ﬁ'»

:*;Eéﬂ;ﬁTd;be smgned by the Cashler III‘~i

v, l.;Agency treasury checks nat ﬁXCu dlng P&,OOO, .In ﬁhi3§"*f"°b'
-._viabsence Cashzer IL can smgn.,i L R O

2 Advmce of coun+er31gned treasury checks.fb i

“{iZ; f f: Thas Order resclnds all prevmous orders on the same . -
_subject..:i;j;vil
(SGD ) LOURDES R. QUISUMBING
: Mlnlster S

}QReferencem‘ o e -"_._1 R
W B MECS: Ord‘:’r’s ITOSg 13’ 7 [u]d 57’ ;3’ 1985 ':.,:' e
. Allotment: 1-2--(D.0. 1-76) R
- To be indicated in the Perpetvnﬂ Index i
. under the fol]nwmlg subjects: -
©APPOINTMENT, EMPLOYMENT REAPPOINTMFNT PDRMKT e
. CHANGE _ } : : SPOLICY
‘CORRESpoNEEmE el " RUIES & RE(:ULATIONS
o LEAVES . _zii'f‘fvi”'f e G AR e s
 OFFICIALS f;iii'{‘ o NRAVERT
© PERMIT "T':Z'fwT:J S e




