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SERVICE PLEDGE

We hereby pledge our commitment to provide the Electric Cooperatives
(ECs) with legal, institutional, financial, and technical (LIFT) assistance to
promote sustainable rural development through the attainment of total
electrification and to make them globally competitive to serve and
empower member-consumer-owners.

To satisfy the needs and expectations of our customers and interested
parties, we will continually improve our Quality Management System by
ensuring professional growth of personnel, providing and maintaining the
necessary facilities and infrastructures, and reviewing the effectiveness of

the system in compliance to government rules, laws and regulations.



VISION

A dynamic and responsive NEA that is a
vanguard of sustainable rural development
in partnership with globally - competitive
Electric Cooperatives and empowered
Electricity Consumers

MANDATED MISSION

* To promote the sustainable development in the rural
areas through rural electrification

*To empower and strengthen the NEA to pursue the
electrification program and bring electricity, through
the Electric Cooperatives as its implementing arm,
to the countryside even in missionary or
economically unviable areas

*To empower and enable Electric Cooperatives to cope
with the changes brought about by the restructuring
of the electric power industry



CORPORATE CREDO

Go where the darkness looms
Create the path of light

Walk with the rural folks
Install the lines of progress

Work with the electric cooperatives
$pin the engine of growth
Bring electricity to the industries
Communities and households

Protect the consumers’ interest
Serve with your hearts
Share your talents
And make a difference

Live Honestly
Work Efficiently
Promote Solidarity



SHARED VALUES

To live and be guided by:
Generosity
Leadership and Initiative
Friendliness and Participation
Honesty and Integrity
Commitment
Hardwork

Teamwork
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NEA FRONTLINE SERVICES

L - LEGAL SERVICES

I - INSTITUTIONAL SERVICES

F - FINANCIAL SERVICES

T - TECHNICAL SERVICES
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NEA HYMN -

Napawi na ang kadiliman
$a Pilipinas nating mahal
At liwanag ang sumilay
Buong bansa ay natanglawan

Ngayon, bukod sa dagitab
Na hatid ng mga kawad
May enerhiya at lakas

Sa industriya'y maglulunsad

N.E.A. ang nanguna
N.E.A. ang pag-asa

Ng lubusang guminhawa
Ang bansang sinisinta
Programa ay inilulunsad
Patungo sa pag-unlad
Ng bansang liyag

Natamo na ang tagumpay
Baya't nayo'y natanglawan
Ang susunod nating alay
Ay ganap na kaunlaran
Magkaisa, magkaisa
$a mithiin ng N.E.A.

Ito ang ating pag-asa
Ito ang tanging pag-asa.
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nea_hrmd@yahoo.com.ph
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LIST OF SERVICES

Approval of Application for Stand-by Credit Facility (SCF)
Approval of Application for Short-Term Credit Facility (STCF)

Release of Availment on STCF and SCF

Approval of Application for Loan Restructuring
Clearance of ECs to Avail Loan Outside NEA — (Loan Policy No. 14-A)

Clearance of ECs to Avail Loan Outside NEA for the financing of rehabilitation/upgrading RE

projects (Loan Policy No. 14-B)

Clearance of ECs to Avail Loan Outside NEA including Collateral Sharing (Loan Policy 14-C) ------------

Approval/Release of Single Digit System Loss (SDSL) Loan/Emergency, Unplanned

and Contingency CAPEX, and Disaster Resiliency Program

Release of R. E. Loan - Capital Projects and Logistics
Approval of R. E. Loan - Working Capital:

1. Power Accounts 2. Security Deposit 3. Tax 4. Retirement
Release of R. E. Loan - Working Capital:
1. Power Accounts 2. Security Deposit 3. Tax 4. Retirement

Amortization Schedule

Request for Anniversary Messages
Request for Electrification

Approval of ECs’ Procurement of Equipment and Materials

Processing of Budget Utilization Request for Loans and Subsidy Releases and
In-House Expenditures

Disbursement Voucher Processing for Loans and Subsidy Releases and

In-House Expenditures
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LIST OF SERVICES

Request for General Manager’s Salary Increase

Request for Employees’ Salary Increase

Productivity Incentives of Officers and Employees
Request/Application for Retirement of GM (without pending case)
Action/Reply on Consumer Complaint

Information Services (Simple Request)
Information Services (Complex Request)

Legal Opinion/Services

Conduct of Customized Training/Seminar
Specialized Training Services for Local Participants

Specialized Training Services for Foreign Participants

Issuance of Certified True Copy of Board Resolution

Issuance of Certification of Board Resolution

Evaluation/Approval of EC’s Budget Request (BR) for subsidy funded R.E. Projects
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Office of the Deputy Admlnlstrator for Legal Services

Service

Clients

Required Documents

Schedule of Availability of Service

Legal Opinion/Services

ECs, NEA Departments/Offices
Letter-Request

Monday - Friday (8AM - 5PM)

Fees None
Total/Maximum Duration of Process Twelve (12) days
Transaction Type Highly Technical
. . Person Office/ Duration
No. Client Step Agency Action Responsible Location | of Activity
1 |Sends request for legal opinion
Receives request for legal opinion
Legal Services Staff
Requests forwarded to DA Legal Services 3 days
Endorses to assigned lawyer DA ODALS ODALS, 2/F
Lawyer renders legal opinion Assigned Lawyer 8 days
2 |Receives legal opinion Releases of legal opinion Legal Services Staff 1 day

End

LEGEND:

ODALS - Office of the Deputy Administrator for Legal Services
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NEA-ECTraining Institute (NETI)

Service :
Clients :
Required Documents

Schedule of Availability of Service

Fees

Total/Maximum Duration of Process

Conduct of Customized Training/Seminar
Electric Cooperatives

Letter Request, List of Participants, Venue and Training Materials

Monday - Friday (8:00 am - 5:00 pm)
Variable (Program Basis)

Conduct of Training/Seminar with approved Training Design (15 days)

Transaction Type Highly Technical
Person Office/
No. li A Acti D i f Activi
o Client Step gency Action Responsible Location uration of Activity
Receives letter request (thru e-mail, fax
or RMU) Secretary/Staff
Forwards letter request for appropriate Department Manager
action
] Acknowledges receipt and requests
1 | Submits Letter-Request participants profile 2 days
Invites Resource Person/s (from other NETI, 3/F
Department/Offices/Resource Provider) Coordinator
Informs EC of schedule and availability
of speaker/s (thru e-mail, fax or RMU)
Prepares/Revises/Finalizes CSW
Reviews and recommends approval of Department Manager 10 days
CSw
2 Approves of CSW Administrator OA, 7/F
Informs NETI of approval of Prepares Administrative Requirements
schedule, venue and number/level |(Travel Order and other necessary Coordinator NETI, 3/F 3 days
of participants training materials / documents)
3 |Attends Training/Seminar Implements conduct of Training/Seminar | Staff & Resource Persons EC Venue Depending on the number
of schools/days
END
LEGEND:
ECs - Electric Cooperatives CSW - Complete Staffwork
OA - Office of the Administrator
RMU - Records Management Unit 26




NEA-EC Training Institute (N

Service
Clients
Required Documents

Schedule of Availability of Service

Fees

Total/Maximum Duration of Process

Transaction Type

TI)

Specialized Training Services for Local Participants

NEA Officials and Employees

. Letter Request

: Monday - Friday (8AM - 5PM)
: Variable (program basis)

: Twelve (12) days

: Highly Technical

Person Office/ Duration of
No. li A Acti
° Client Step gency Action Responsible Location Activity
1 Requests for s'pec.;lallzed training Rec?elves documents/letters (thru RMU, e- Secretary/Staff
from Local Institutions mail or fax)
Reviews/Analyzes training requst Department Manager
Af:knowiled'ges receipt and. coordinates Coordinator/Division
with Institutions for scheduling and other
. Manager
requirements NETI, 3/F 7 days
Disseminates invitation to Department ’ Y
and/or Deputy Administrator, (if needed)
concerned
Evaluates the nominee/s, if needed PDC
Prepares, revises and finalizes CSW Coordinator/Division
Manager
Reviews and recommends CSW Department Manager
Signs/approves CSW Administrator OA, 7/F 2 days
Prepares administrative requirements
(vouchers, registration form other
necessary documents) Coordinator/ NETI, 3/F 3 days
. o . Department Manager
Gives the participants copies of
documents needed for the seminar/training
. . . . .. Training Assigned Depending on the
Attends Ti /Field Visit
2 ends Training/Fie isi Monitors attendance of the participant/s Team & Staff venue number of day/s
END
LEGEND:

DAECMS - Deputy Administrator for Electric Cooperative Management Services

OA- Office of the Administrator
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RMU - Records Management Unit




NEA-EC Training Institute (N

Service
Clients
Required Documents

Schedule of Availability of Service

Fees

Total/Maximum Duration of Process

Transaction Type

TI)

Specialized Training Services for Foreign Participants

NEA Officials and Employees

. Letter Request

Monday - Friday (8AM - 5PM)

: Variable (Program Basis)
: Sixteen (16) days

Highly Technical

Person Office/ Duration of
No. li A Acti
° Client Step gency Action Responsible Location Activity
1 Requests _for spe_C|a_I|zed training Rece_lves documents/letters (thru RMU, Secretary/Staff
from Foreign Institutions e-mail or fax)
Reviews/analyzes training request Department Manager
Acknowledges receipt and coordinates with
Institutions for scheduling and other
re.qu|ren.1ents — Coordinator/Division
Disseminates invitation through NEA Manager NETI, 3/F
Outlook and/or to Department Managers 12 days
and/or Deputy Administrators, (if needed)
concerned
Evaluates the nominee/s, if needed PDC
Prepares, revises and finalizes CSW Coordinator/Division
Manager
Reviews and recommends CSW Department Manager
Signs/approves CSW Administrator OA, 7/F
Prepares administrative requirements
(travel authority, letter to DOE and Bureau of .
. . Coordinator

Immigration and other necessary
documents) NETI, 3/F 4 days
Reviews/signs/endorses administrative Department Manager
documents to OA P 9

2 Attends Training/Field Visit Monitors attendance of the participant/s Coordinator Assigned Depending on the

venue number of day/s
END
LEGEND:

RMU - Records Management Unit
OA- Office of the Administrator
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CSW - Complete StaffWork

DOE - Department of Energy




Office of the Corporate Secretary

Service

Clients

Required Documents

Schedule of Availability of Service
Fees

Total/Maximum Duration of Process
Transaction Type

Issuance of Certified True Copy of Board Resolution

Public and Electric Cooperatives
Written Request

Monday - Friday (8AM - 5PM)
None

Two (2) days

Simple Transaction

Ccopy

Signs the certified true copy

Corporate Board
Secretary

2 |Receives certified true copy of
Board Resolution

Releases certified true copy to Client

Minutes/Agenda Officer/
Records Officer

Person Office/ Duration
No. li A Acti
° Client Step gency Action Responsible Location of Activity
(1 Files a written request at OCorSec |Receives the request
Verifies the existence of the Board Minutes/Agenda Officer/
Resolution Records Officer
Reproduces/Photocopies the Board
Resolution and stamp with certified true OCorSec, 7/F 2 days

END

LEGEND:

OCorSeC - Office of the Corporate Secretary

ECs - Electric Cooperatives
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For Stakeholders Feedback and Complaints?
Please Call

8929-2029 or 8929-2176

or e-mail us at
nea_cdpd@yahoo.com or
nea_hrmd@yahoo.com.ph



