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FOREWORD

The Ease of Doing Business and Efficient Government Service Delivery Act of 2018
(R.A. 11032) aims to establish efficient service delivery, prevent graft and corruption,
reduce red tape, and expedite business and non-business transactions in government. The
Act also provides for rules, tools, and mechanisms designed to improve frontline service
efficiency and ensure customer satisfaction.

In connection with R.A. 11032, the vision of converting electric cooperative consumers into
a truly empowered electric cooperative (EC) member-consumer-owners (MCOs) or simply
put ECMCO, will strengthen the partnership of NEA and the ECs, for a unified NEA-EC-
MCOs towards a strong MCO-based movement for rural electrification, and more
significantly for the electric cooperatives and electricity consumers.

The revised NEA vision and mandated mission statements and strategic direction, defines

the agency’s renewed commitment towards the realization of genuine development through
rural electrification.

F R 4
ANTON ARIANO C. ALMEDA
Administrator



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.
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FEEDBACK and REDRESS MECHANISM

We greatly value your suggestions and comments regarding our
service delivery. Your feedback may involve our delivery of service or
our employee's behavior and other concern/s that you may consider
part of good service delivery.

May we know if we have served you by accomplishing our Customer
Feedback Form available at the entrance counter of the NEA ground
floor lobby and placing it in the drop box.

If you are not satisfied with our service, your verballwritten
complaints shall immediately be attended to and may be referred to

the appropriate department by our designated HR staff assigned at
the Customer Care Assistance Desk.

You may also send your feedback through facsimile at 8929-2176 or
e-mail hrmd@nea.gov.ph
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MAG-REKLAMO

Patuloy na tumatanggap ang ARTA
Ng mMmga complaints lalo na para sa
mga delay sa government services
Ngayong panahon ng Kkrisis. Maaaring
i-send ang inyong complaints sa
mMmga sumusunod na paraan:

complaints@arta.gov.ph
Anti-Red Tape Authority

@ @artagovph
8888 | COMPLAINT

"

; ~
arta.gov.ph >
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FILE A COMPLAINT

If you suspect that any business, company, or organization is
behaving anti-competitively, and such behavior may constitute a
possible violation of the Philippine Competition Act, kindly file a
verified complaint with the Philippine Competition Commission
(PCC). A verified complaint contains a statement that the
complainant files a complaint, and that he/she read the allegations
and verified that these allegations are true to the best of his/her
knowledge and can be supported by records.

The PCC welcomes helpful information from the public. If you know
of any business that is behaving in an anti-competitive manner,
abusing its dominant position in a market, or engaged in a cartel,
report to PCC by calling (02) 87719 722, or email us
at enforcement@phcc.gov.ph. You may also come to our office
at 25/F Vertis North Corporate Center 1, North Avenue, Q. C. 1105.
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LIST OF EXTERNAL SERVICES

DEPARTMENT-
CONTACT NO. SERVICE NAME CLIENT PAGE
DIVISION
+632) 8929-1909
AMGD-AMD ( L)oc 147 Approval of Application for Short-Term Credit Facility (STCF) Electric Cooperatives 1-2
+632) 8929-1909
AMGD-AMD ( I.)oc 147 Approval of Application for Stand-by Credit Facility (SCF) Electric Cooperatives 3-4
(+632) 8929-1909 Release of Availment on Stand-by Credit Facility (SCF) and _ .
AMGD-AMD Electric Cooperatives 5-6
Loc 147 Short-Term Credit Facility (STCF) ¢ B l
+ - A | of Application for L Restructuri
ANIGD-ANID (+632) 8929-1909 pproval o pp.u:a ion for Loan Restructuring Electric Cosperatives g
Loc 147 (Repayment Period of More than 5 Years)
(+632) 8929-1909 Approval of Application for Loan Restructuring _ :
AMGD-AMD Electric Cooperatives 9-10
Loc 147 (Repayment Period of 5 Years and Below) B :
63 - ¢ Avail ide NEA for the Fi i
ANIE BRI (+632) 8929-1909 Cledrap.ce c.)f ECsto v.al Loan OL.ltSIde or. e Financing of ElBetHie CooRapaHves 11-12
Loc 147 Rehabilitation/Upgrading RE Projects (Loan Policy No. 14-B)
(+632) 8929-1909 Clearance of ECs to Avail Loan Outside NEA : .
AMGD-AMD Electric Cooperatives 13-15
Loc 147 (Loan Policy 14-C) <More than P100 Million> .
- i igi DSL) L
AMGD-AMD (+632) 8929-1909 Approval.of Single Digit System‘ Loss (SDS .). oan/Emergency, Unplanned Elegtric Egonerafives 16-18
Loc 147 and Contingency CAPEX, and Disaster Resiliency Program
+ - f Single Digi DSL
P (+632) 8929-1909 Release cf Single Digit System L.oss (SDS ).L.oan / Emergency, Unplanned ElertricEooperatives 19.21
Loc 147 and Contingency CAPEX, and Disaster Resiliency Program
29-1 A | of Rural Electrificati - i i Proj
T, (+632) 8929-1909 pprove? c.u ural Electrification (RE) Loan - Capital Expenditure Projects T —— 9924
Loc 147 and Logistics
+632) 8929-1909 Rel ificati - ital E diture Project
AR TS ( ) e ease‘of‘RuraI Electrification (RE) Loan - Capital Expenditure Projects ElactFic Cooperatives 25.27
Loc 147 and Logistics
2) 8929-190 A ificati - ki ital
AMCD-AMD (+632) 8929-1909 pproval of Rural Electrification (RE) Loan - Working Capita E T Caaar e 28.29

Loc 147

1. Power Accounts 2. Security Deposit 3. Tax 4. Retirement




LIST OF EXTERNAL SERVICES

DEPARTMENT-

CONTACT NO. SERVICE NAME CLIENT PAGE
DIVISION
+632) 8929-1909 Rel f Rural Electrificati RE) L - ki ital
AMGD-AMD bHhRe) clrdse oE AU Electriicition (RE) Loan ~WaTHmeCapits Electric Cooperatives 30-31
Loc 147 1. Power Accounts 2. Security Deposit 3. Tax 4. Retirement
+632) 8929-1909
AMGD-ASD ( ) Amortization Schedule Electric Cooperatives 32
Loc 167
(+632) 8929-1909 . Electric Cooperatives
CCSMO R for A Event M 33-34
Loc 213 S KEnisersey EREnt e gee and other Institutions
+632) 8929-1909
CPO-REPPDD ( ) Request for Electrification General Public 35-36
Loc 189
FSD-EPCD (+632) 8929-1909 Processing of Budget Utilization Request for Loans and Subsidy Releases | Electric Cooperatives, 3738
Loc 158 and In-House Expenditures Suppliers/Contractors
FSD-ESAD (+632) 8929-1909 Disbursement Voucher Processing for Loans and Subsidy Releases and In{ Electric Cooperatives, 39.40
Loc 199 House Expenditures Suppliers/Contractors
+632) 8929-1909
IDD-OMDD ( L)oc 137 Request for General Manager’s Salary Increase Electric Cooperatives 41
+632) 8929-1909
IDD-OMDD ( I_]oc 137 Request for Employees’ Salary Increase Electric Cooperatives 42
+632) 8929-1909
IDD-OMDD ( L)oc T Productivity Incentives of Officers and Employees Electric Cooperatives 43-44
+632) 8929-1909
IDD-OMDD ( L)oc 137 Request/Application for Retirement of GM (without pending case) Electric Cooperatives 45
+632) 8929-1909 EC Member C me
IDD-CDPD ( ) Handling Consumer Complaint el 46
Loc 136 Owners
+632) 8929-1909
IDD-CDPD ( ) Processing of EC By-Laws Amendments Electric Cooperatives 47

Loc 136




LIST OF EXTERNAL SERVICES

DEPARTMENT-
CONTACT NO. SERVICE NAME CLIENT PAGE
DIVISION
TCSD-DMPCD (+632) 8929-1909 Information Serv?ces (Simple request not needing inputs from other Government, NG.AS & 48
Loc 125 departments/offices) General Public
ITCSD-BMPED (+632) 8929-1909 Information Servfces (Complex request needing inputs from other Government, NQAS & 49
Loc 125 departments/offices) General Public
(+632) 8929-1909 . . _ _
LSO Legal Opinion/Services Electric Cooperatives 50
Loc 130
+632) 8929-1909
NETI ( I_)oc 214 Conduct of Customized Training/Seminar Electric Cooperatives 51
+632) 8929-1909 Electric Cooperatives
0Cs ( L)oc 188 Issuance of Certified True Copy of Board Resolution 2 GeneraIpPuinc 52
+632) 8929-1909 Electric Cooperatives
0Cs ( I.)oc 188 Issuance of Certification of Board Resolution & GeneraIpF'ublic 53
2) 8929-1909 Evaluati ‘s B tR idy funded R.E.
TEREDDLTED (+632) 8 valuation/Approval of EC’s Budget Request (BR) for subsidy funde o — 54

Loc 208

Projects




LIST OF INTERNAL SERVICES

DEPARTMENT-
CONTACT NO. SERVICE NAME CLIENT PAGE
DIVISION
+632) 8929-1909 NEA Officials and
HRAD-HRMD ( ) Employee Satisfaction Survey (ESS) - Online 2 e 55-56
Loc 202 Employees
+632) 8929-1909 NEA Officials and
HRAD-HRMD (632} Handling Complaints e 57-58
Loc 202 Employees
+632) 8929-1909 NEA Immediate
HRAD-HRMD ( ) Competency Assessment and Enhancement : 59-60
Loc 202 Supervisors
+632) 8929-1909 NEA Officials and
HRAD-HRMD ( ) Personnel Performance Evaluation e 61-63
Loc 202 Employees
(+632) 8929-1909 _ Concerned NEA
ITCSD-ITSDD fT 64-65
Loc 136 Maintenance of Transparency Seal Department/Office
(+632) 8929-1909 , _ Concerned NEA
ITCSD-ITSDD u 66
CS Loc 186 Website Maintenance (Update of Content) DesuptinE o e
+632) 8929-1909 Concerned NEA
ITCSD-ITSDD ( L)oc ifie Website Maintenance (Enhancement/Redesign of Content) eharaHLIOfce 67-68
(+632) 8929-1909 ! ) ) ) Concerned NEA
ITCSD-ITSDD Website Maint Website Red 69-70
S e ebsite Maintenance (Website Redesign) Bepamtment O
(TESB-ITSOD (+632) 8929-1909 Infc?rmation Communication Technology (ICT) Hardware and Software Concerned NE{A .79
Loc 186 Maintenance Department/Office
(+632) 8929-1909 . _ NEA Departments and
LSO | S 7
Lo a0 Legal Opinion/Services . 3
+632) 8929-1909 NEA Officials and
NETI ( ) Specialized Training Services for Local Participants i 74-75
Loc 214 Employees
+632) 8929-1909 NEA Officials and
NETI ( ) = Specialized Training Services for Foreign Participants i 76-77

Loc 214

Employees




LIST OF INTERNAL SERVICES

DEPARTMENT-
CONTACT NO. SERVICE NAME CLIENT PAGE
DIVISION
NEA BOA, Deputy
Administrators
29-1909 J
0oCs (+632L)o?:91:8 . Conduct of Committee and Board Meeting Concerned 78-79
Departments and
Offices
2) 8929-1909
0CSs 6] Drafting and Approval of Minutes of Meeting NEA BOA 80-81

Loc 188




Department/Division
Service

Clients (Who May Avail)
Required Documents

Schedule of Availability of Service
Fees

Validity

Total/Maximum Duration of Process*

Classification/Transaction Type

. Accounts Management and Guarantee Department (AMGD)/Accounts Management Division (AMD)
. Approval of Application for Short-Term Credit Facility (STCF)
. Electric Cooperatives (ECs)

1. Board Resolution Requesting for STCF and further authorizing officers to sign documents and assign
proceeds of EC's Power Billings

2. Twelve (12) Month Projected Cash Flow/Income Statement; including assumptions and electronic copy
(e-copy)

3. Justification for availing loan, Impact/Benefits of the Loan on the EC, and Concrete Steps on How to Address
Cash Flow Problem

4. Latest Power Bill from Power Provider

- Monday - Friday (8AM - 5PM)

. One-half (1/2) of one percent (1%) or 0.50% of the approved amount
. Six (6) Months

. Seven (7) days

* The maximum time prescribed may be extended only once for the same number of days. (RA11032)

- Complex Transaction/Government-to-Business (G2B)

: i Person Office/ Duration of
No. Client Ste Agency Action : : e
¥ i Responsible Location Activity
1 Submits the Board Receives and endorses the Board Resolution and AMGD Staff
Resolution with complete requirements/documents.
requirements/ documents If the submitted documents are incomplete, advise the EC o
submiticomply with the requirements. Also, EC is required fo
submit additional supporting document/s if necessary.
Evaluates the Board Resolution and requirements. Accoun‘ts Offper & AMD/ 6 days
Section Chief AMGD, 5/F

Accounts Officer,
Section Chief &
Division Manager

Finalizes the evaluation; prepares the evaluation
sheet and LRAD.

Department
Endorses the LRAD. P
Manager
ODACRFS,
Recommends the LRAD. DACRFS 5/F Time is
s dependent on

Approves the LRAD. Administrator OA, 7IF the gfficial action
* Subject for confirmation of Board Credit and Risk of the

Management Commiltee (BCRMC) and endrmrsement for Administrator.

ratification to NEA Board of Administrators.




: J Person Officel/ Duration of
el WiamSke Agenay Aeson Responsible Location Activity
Provides ASD with copy of approved LRAD for Accoqnts Off'cer’ AMD/AMGD,
contract preparation Sgelien Lhiel & 5/F
BieR ' Division Manager

Receives copy of approved LRAD for contract Clidik
preparation.
Prepares Loan Contract. Data Encoder
Checks entries on the Loan Contract and prepares
transmittal to Electric Cooperative (EC). Loans:Analyst 1 day
Reviews Loan Contract and initials in the transmittal to ; .

; : Section Chief
Electric Cooperative (EC). ASD/AMGD
Checks Loan Contract and signs the transmittal to 5/F

Electric Cooperative (EC).

Division Manager

Receives copy of Loan

2 , Transmits Loan Contract thru RMU/e-mail. Clerk/Data Encoder
Contract for signature
; Receives signed copy of Loan Contract. The ASD- Tifis iy depenticnt
Signs Loan Contract and A on the receipt of
3 . AMGD processes the signing of Loan Contract by Clerk ———
submits to NEA . - L signed Loan
authorized NEA officials and notarization. Contract from EC.
END
LEGEND:

AMD - Accounts Management Division

AMGD - Accounts Management and Guarantee Department
ASD - Accounts Servicing Division

BCRMC - Board Credit & Risk Management Committee

BOA - Board of Administrators

DACREFS - Deputy Administrator for Corporate and Financial Services

ECs - Electric Cooperatives

LRAD - Loan Recommendation and Approval Document

NEA - National Electrification Administration

QA - Office of the Administrator

ODACRFS - Office of the Deputy Administrator for Corporate

Resources and Financial Services

RA11032 - Ease of Doing Business and Efficient Government

Service Delivery Act of 2018

RMU - Records Management Unit

STCF - Short-Term Credit Facility




Department/Division
Service

Clients (Who May Avail)
Required Documents

Schedule of Availability of Service
Fees

Validity

Total/Maximum Duration of Process*

Classification/Transaction Type

. Accounts Management and Guarantee Department (AMGD)/Accounts Management Division (AMD)

. Approval of Application for Stand-by Credit Facility (SCF)

. Electric Cooperatives (ECs)

. 1. Board Resolution Requesting for SCF and further authorizing officers to sign documents and assign

proceeds of EC's Power Billings

2. Twelve (12) Month Projected Cash Flow/Income Statement; including assumptions and electronic copy
(e-copy)

3. Justifications for Availing Loan

4. Latest Power Bill from Generation Companies (GENCOs)/Market Operators (MOs)

: Monday - Friday (8AM - 5PM)

. Two percent (2%) of the approved amount
: One (1) year

. Seven (7) days

* The maximum time prescribed may be extended only once for the same number of days. (RA11032)

- Complex Transaction/Government-to-Business (G2B)

A Person Office/ Duration of
No. Client Ste Agency Action - - .
R i d Responsible Location Activity
1 Submits the Board Receives and endorses the Board Resolution and AMGD Staff

Resolution with complete requirements/documents.
requirements/ documents * If the submifted documents are incomplete, advise the EC to

submit/comply with the requirements. Also, EC is required o

submit additional supporting document/s if necessary.

Evaluates the Board Resolution and requirements. Accoun.ts Offlger & AMD/ 6 days
Section Chief AMGD, 5/F

Accounts Officer,
Section Chief &
Division Manager

Finalizes the evaluation; prepares the evaluation
sheet and LRAD.

Department
Endorses the LRAD. g
Manager
ODACREFS,
Recommends the LRAD. DACRFS 5/F Time is
e dependent on

Approves the LRAD. Administrator OA, 7IF lihe official action
*  Subject for confirmation of Board Credit and Risk of the

Management Commiitee (BCRMC) and endorsement for Administrator.

ratification fo NEA Board of Adminisirators.




: : Person Officel Duration of
bt i Ay acten Responsible Location Activity
Brovides B0 il cony of -approved LRALD for | ACCOURSOMicErl, | sumimen,
: Section Chief &
contract preparation. i BIE
Division Manager
Receives copy of approved LRAD for contract Clerk
preparation.
Prepares Loan Contract . Data Encoder
Checks entries on the Loan Contract and prepares
transmittal to Electric Cooperative (EC). Loans Analyst 164
Reviews Loan Contract and initials in the transmittal to : :
; ‘ Section Chief
Electric Cooperative (EC).
ASD/AMGD,
Checks Loan Contract and signs the transmittal to Division Marsas 5/F
Electric Cooperative (EC). 9
2 Recalves “CRy o1 Loan Transmits Loan Contract thru RMU/e-mail. Clerk/Data Encoder
Contract for signature
’ Receives signed copy of Loan Contract. The ASD- TUhG I depardant
Signs Loan Contract and s on the receipt of
3 , AMGD processes the signing of Loan Contract by Clerk ianed L
submits to NEA : 45 A signed Loan
authorized NEA officials and notarization. Contract from EC.
END
LEGEND:

AMD - Accounts Management Division

AMGD - Accounts Management and Guarantee Department

ASD - Accounts Servicing Division

BCRMC - Board Credit & Risk Management Committee

DACRFS - Deputy Administrator for Corporate and Financial Services

ECs - Electric Cooperatives

GENCOs - Generation Companies
LRAD - Loan Recommendation and Approval Document

MOs - Market Operators

NEA - National Electrification Administration

OA - Office of the Administrator

ODACREFS - Office of the Deputy Administrator for Corporate

RMU - Records Management Unit

SCF - Stand-by Credit Facility

Resources and Financial Services
RA11032 - Ease of Doing Business and Efficient Government
Service Delivery Act of 2018




Department/Division

Service

Clients (Who May Avail)
Required Documents

Schedule of Availability of Service

Fees
Total/Maximum Duration of Process*

Classification/Transaction Type

© Accounts Management and Guarantee Department (AMGD)/Accounts Management Division (AMD)
. Release of Availment on Stand-by Credit Facility (SCF) and Short-Term Credit Facility

. Electric Cooperatives (ECs)
© 1. Notice of Availment/Borrowing (SCF or STCF)

2. Promissory Note
3. Post-dated Check/s

: Monday - Friday (8AM - 5PM)
- None
. Seven (7) days

* The maximum time prescribed may be extended only once for the same number of days. (RA11032)

: Complex Transaction/Government-to-Business (G2B)

Person Officel Duration of
: Client Agency Acti i 4 g
e Sp G Responsible Location Activity
1 Submits the Notice of Receives the Notice of Availment/ Borrowing and AMGD Staff
Availment/Borrowing and other documents A
other documents *If the submitted documents are incomplele. advise the EC fo
submit/comply with the requirements. Also, EC is required to
submit additional supporting document/s if necessary.

Evaluates the Notice of Availment/Borrowing and Accognts Offlcer‘
Section Chief &

other documents. e
Division Manager

Prepares the Request to Release Loan Fund, DV and ' AMD/ AMGD,
Accounts Officer 5/F

BUR.
Accounts Officer,

Initials and signs the Request to Release Loan Fund. Section Chief & 4 days
Division Manager

Initials in the BUR. Division Manager

Forwards the DV, BUR and Request to Release Loan :
Accounts Officer

Fund to ASD.

Receives the DV, BUR and Request to Release Loan

] . Clerk
Fund for clearance slip preparation.
Prepares Clearance Slip. Loans Analyst ASD@EAGD‘

Checks the Clearance Slip.

Section Chief

Reviews the Clearance Slip.

Division Manager




i . Person Office/ Duration of
Lk il Stop i i e Responsible Location Activity
Forwards the DV, BUR, Request to Release Loan Clerk ASD/AMGD,
Fund and Clearance Slip to AMD. 5/F
Receives DV, BUR, Request to Release Loan Fund :
: Accounts Officer
and Clearance Slip.
Checks and initials on the Clearance Slip. Section Chief AMD/AMGD,
Reviews and signs the Clearance Slip. Division Manager S/F
Forwards DV, BUR, Request to Release Loan Fund Kt Ol
and Clearance Slip to the ASD. A
: ays
Receives DV, BQR, Request to Release Loan Fund Clerk (Continuy;tion)
and Clearance Slip.
Initials on the Clearance Slip. Section Chief T —
Signs the Clearance Slip. Division Manager 5/F ’
Forwards DV, BUR, Request to Release Loan Fund
and Clearance Slip to the Office of the Department Clerk
Manager.
Signs BUR and Request to Release Loan Fund. e AMGD, 5/F
Manager
For BUR processing (refer to FSD). FPCD staff
For DV processing (refer to FSD). FSAD staff FSD, 5/F 3 days
For cheque preparation (refer to FSD). TD staff
END
LEGEND:

AMD - Accounts Management Division

AMGD - Accounts Management and Guarantee Department
ASD - Accounts Servicing Division

BUR - Budget Utilization Report

DV - Disbursement Voucher

ECs - Electric Cooperatives

FPCD - Financial Planning and Control Division

FSAD - Financial Services and Accounting Division

FSD - Finance Services Department

RA11032 - Ease of Doing Business and Efficient Government

Service Delivery Act of 2018

SCF - Stand-by Credit Facility
STCF - Short-Term Credit Facility

TD - Treasury Division




Department/Division
Service

Clients (Who May Avail)
Required Documents

Schedule of Availability of Service
Fees
Total/Maximum Duration of Process*

Classification/Transaction Type

. Electric Cooperatives (ECs)
: 1. Board Resolution Requesting for Loan Restructuring

- Accounts Management and Guarantee Department (AMGD)/Accounts Management Division (AMD)
: Approval of Application for Loan Restructuring (Repayment Period of More than 5 Years)

2. Commitment of EC Board, Management and Employees to further improve operational efficiency to be able
to attain the terms and conditions of the loan restructuring

3. Justification for incurrence of arrearages and/or reasons for restructuring

4. Fifteen (15) Year Investment Plan (e-ICPM)
5. Post-Dated Checks

. Monday - Friday (8AM - 5PM)
. None
. Twenty (20) days

* The maximum time prescribed may be extended only once for the same number of days. (RA11032)

. Highly Technical/Government-to-Business (G2B)

- i Person Office/ Duration of
i Glient 20p Agancy Aatan Responsible Location Activity
1 Submits the Board Receives and endorses the Board Resolution and
Resolution with complete requirements/documents.
requirements/ documents * |f the submitted documents are incomplete, adlvise the EC to AMGD Staff
submit/comply with the requirements. Also EC is required to
submit additional supporting document/s if necessary.
Pre-evaluates the Board Resolution, requirements Accounts Officer & AMD/ AMGD, 16 days
and eligibility. Section Chief S/F
Completes/Finalizes the evaluation and staffwork. Accounts Officer,
Prepares Eligibility Criteria and Loan Restructuring Section Chief &
and Approval Memorandum (LRAM). Division Manager
Endorses the LRAM. Department Manager
Recommends the LRAM. DACRFS ODACREFS, 5/F
Endorses the LRAM to the BCRMC. Administrator OA, 7/F
Revi d endorses to BOA f Ithe | S
e\tne\i\;s and endorses to or approval the loan NEA BCRMC Office of the *Time is
restructuring. Board of dependent on
Endorses the loan restructuring to the NEA Board of . i the official
e Chairman, BCMRC | Administrators, i
Administrators. 7/E acno_n_of the
Approves the request for loan restructuring. NEA BOA Adm;n;téifor
Prepares and issues Board Resolution Corporate ; o
, OCS Office

(re: Approval of Loan Restructuring) Secretary

v




Person Officel Duration of
No. Client Ste Agency Action d 2 g
P i Responsible Location Activity
Accounts Officer
: . : . : ‘ / D
Provides ASD with copy of NEA Board Resolution. Section Chief & AMDS’?I':“"G !
Division Manager
Receives copy of approved NEA Board Resolution. Clerk
Prepares Loan Restructuring Agreement. Data Encoder
Checks entries on the Loan Restructuring Agreement
and prepares transmittal to EC. Loans Analyst/
* The Senior Management Specialist also prepares the Sr. ACCt?' Mgnt‘
Tentative Amortization Schedule as reference/basis for the Specialist 1 day
preparation of Post Dated Checks.
Reviews Lgan Restructuring Agreement and initials in St Chier
the transmittal to EC. ASD/AMGD,
Checks Loan Restructuring Agreement and signs the N 5/F
; Division Manager
transmittal to EC.
Receives copy of Loan : : !
2 Restructuring Agreement for r;r:iTsmlts Loan Restructuring:Agreementinn. RMU/e: Clerk/Data Encoder
signature ’
Receives signed copy of Loan Restructuring Time is dependent
3 Signs Loan Restructuring Agreement. The ASD-AMGD processes the signing Glork O"sigi ;;'ﬁgf}"r
Agreement and submits to NEA | of Loan Restructuring Agreement by authorized NEA Restructuring
officials and notarization. Agreement from EC
END
LEGEND:

AMD - Accounts Management Division
AMGD - Accounts Management and Guarantee Department

ASD - Accounts Servicing Division

BCRMC - Board Credit and Risk Management Committee
DACRFS - Deputy Administrator for Corporate and Financial Services
e-ICPM - Enhanced Integrated Computerized Planning Model

ECs - Electric Cooperatives

LRAM - Loan Restructuring and Approval Memorandum

NEA - National Electrification Administration

OA - Office of the Administrator
OCS - Office of the Corporate Secretary
ODACREFS - Office of the Deputy Administrator for Corporate
Resources and Financial Services
RA11032 - Ease of Doing Business and Efficient Government
Service Delivery Act of 2018
RMU - Records Management Unit




Department/Division
Service

Clients (Who May Avail)
Required Documents

. Accounts Management and Guarantee Department (AMGD)/Accounts Management Division (AMD)

: Approval of Application for Loan Restructuring (Repayment Period of 5 Years and Below)
. Electric Cooperatives (ECs)

1. Board Resolution Requesting for Loan Restructuring
2. Commitment of EC Board, Management and Employees to further improve operational efficiency to be able

Schedule of Availability of Service

Fees
Total/Maximum Duration of Process*

Classification/Transaction Type

to attain the terms and conditions of the loan restructuring

AW

. Fifteen (15) Year Investment Plan (e-ICPM)
5. Post-Dated Checks

. Monday - Friday (8AM - 5PM)
. None
. Twenty (20) days

Justification for incurrence of arrearages and/or reasons for restructuring

* The maximum time prescribed may be extended only once for the same number of days. (RA11032)

. Highly Technical/Government-to-Business (G2B)

: i Person Office/ Duration of
No. Client Ste Agency Action ? . Ay
P HENCY Responsible Location Activity
1 Sme“S the Board Receives and endorses the Board Resolution and
Resolution with complete requirements/documents.
requirements/ documents * I the submitted documents are incomplete, advise the EC to AMGD Staff
submit/comply with the requirements. Also, EC is required to
submit additional supporting document/s if necessary.
Pre-evaluates the Board Resolution and requirements Accounts Officer & AMD/ AMGD,
and eligibility. Section Chief 5/F 50
ays
Completes/Finalizes the evaluation and staffwork. Accounts Officer, *Tr'megs
Prepares Eligibility Criteria and Loan Restructuring Section Chief & dependent on
and Approval Memorandum (LRAM). Division Manager the official
Endorses the LRAM. Department Manager action of the
Recommends the LRAM. DACRFS ODACREFS, 5/F Admg’;gifor
Approves the LRAM. oE
*  Subject for confirmation of Board Credit and Risk -y
management Committee (BCRMC) and endorsement for PRSI LA
ratification of NEA Board of Administrators.
Accounts Officer, A
Provides ASD with copy of LRAM. Section Chief & e
Division Manager 5




. Person Officel Duration of
No. Client Ste Agency Action ? . i 3
P goncy foto Responsible Location Activity
Receives copy of LRAM. Clerk
Prepares Loan Restructuring Agreement. Data Encoder
Checks entries on the Loan Restructuring Agreement
and prepares transmittal to EC. Loans Analyst/ 20 days
* The Senior Management Specialist also prepares the Sr. ACCt?' Mgnt. *Time is
Tentative Amortization Schedule as reference/basis for the Specialist dependent on
p.feparatron of Post Dated C.hecks. _ ' the official
Reviews Lgan Restructuring Agreement and initials in Sectioi Chit act.'qnlof the
the transmittal to EC. ASD/AMGD Administrator
Checks Loan Restructuring Agreement and signs the Siision Managsr 5/F and BOA
transmittal to EC. g (Continuation)
Receives copy of Loan . :
2 Restructuring Agreement for ;I'nr:iTsmlts LAt FHSTUBIIG, Agresmam kRS Clerk/Data Encoder
signature '
Receives signed copy of Loan Restructuring Time is dependent
3 Signs Loan Restructuring Agreement. The ASD-AMGD processes the signing o O”S:gﬁerj‘;_‘i’g;(’f
Agreement and submits to NEA | of Loan Restructuring Agreement by authorized NEA Restructuring
officials and notarization. Agreement from EC
END
LEGEND:

AMD - Accounts Management Division

AMGD - Accounts Management and Guarantee Department

ASD - Accounts Servicing Division

BCRMC - Board Credit and Risk Management Committee

BOA - Board of Administrators

DACREFS - Deputy Administrator for Corporate and Financial Services
e-ICPM - Enhanced Integrated Computerized Planning Model

ECs - Electric Cooperatives

LRAM - Loan Restructuring and Approval Memorandum

OA - Office of the Administrator

NEA - National Electrification Administration

Resources and Financial Services

RMU - Records Management Unit
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ODACREFS - Office of the Deputy Administrator for Corporate

RA11032 - Ease of Doing Business and Efficient Government
Service Delivery Act of 2018




Department/Division
Service

Clients (Who May Avail)
Required Documents

Schedule of Availability of Service
Fees
Total/Maximum Duration of Process*

Classification/Transaction Type

. Accounts Management and Guarantee Department (AMGD)/Accounts Management Division (AMD)
. Clearance of ECs to Avail Loan Outside NEA for the Financing of Rehabilitation/Upgrading

RE Projects (Loan Policy No. 14-B)

. Electric Cooperatives (ECs)
. 1. Board Resolution requesting for loan with specific bank/ Financial Institution

2. Project Profile/Description and/or ERC approval and/or docketed application on the CAPEX Plan including
Price Reference/Bill of Materials

Approved/Indicative Loan Terms and Conditions including Amortization Schedule

Approved Cash Operating Budget and Workplan inclusive of the loan/project

Latest Audited Financial Statement

EC 5-15 Year Investment Plan (e-ICPM)

Rate impact to consumers (if applicable)

Matrix and canvass/comparison of quotation from other Financial Institutions (Fls) and reason for the
selection of Fl to finance the project

00 W O I o Lo

: Monday - Friday (8AM - 5PM)
. 0.05% of the approved loan or up to P50,000.00
. Twenty (20) days

* The maximum time prescribed may be extended only once for the same number of days. (RA11032)

. Highly Technical/Government-to-Business (G2B)

No. Client Step

Person Officel Duration of

Agency Action Responsible Location Activity

1 Submits the Board
Resolution with complete
reguirements/ documents

Receives and endorses the Board Resolution and
requirements/documents.
“ If the submitted documents are incomplete, advise the EC lo AMGD Staff

submit/comply with the requirements. Also, EC is required to
submit additional supporting document/s if necessary.

: AMD/ AMGD,
Pre-evaluates the Board Resolution  and 5/F 7 days

: , ; , Accounts Officer &
requirements. Prepares the Financial Evaluation and Sadtion Chisf
Transmittal Memo to ED for technical evaluation.

Division Manager &

Endorses to ED for technical evaluation of the project. Department Manager

11




k . Person Office/ Duration of
o Clisnt 3tep Agency Astion Responsible Location Activity
Receives technical aspect of the request for REcEdS OFficar
clearance.
Conducts technical evaluation. Prepares Memo | Technical Evaluators/
Evaluation/Recommendation (MER). Concerned Engineers ED, 6/F
Reviews and signs the MER. Principal Engineer A &
Division Manager 5 days
Signs and endorses the MER to DATS. Department Manager
Approves the Memo Evaluation/Recommendation, | Deputy Administrator ODATS. 6/F
then forwards to ED. for Technical Services :
Receives the approved MER and forwards to
AMD/AMGD. ED Staff ED, 6/F
Finalizes the evaluation of the request for clearance. Accounts Officer,
Prepares Memo for the Administrator and Letter to the Section Chief, AMD/AMGD.
EC. Division Manager 5/F 7 days

Reviews and endorses the clearance.

Department Manager

Reviews and recommends the clearance.

DACRFS

ODACRFS, 5/F

Signs/Approves the clearance.

Time is dependent
on the official action

Administrator OA, 7/F of the Administrator
*  Subject for presentation to BOA for their information
2 s Sends the clearance thru RMU/e-mail Accounts Officer Sl bt 1 day
approval 5/F
END
LEGEND:

AMD - Accounts Management Division
AMGD - Accounts Management and Guarantee Department
ASD - Accounts Servicing Division

CAPEX - Capital Expenditures

e-ICPM - Enhanced Integrated Computerized Planning Model

ED - Engineering Department

ERC - Energy Regulatory Commission

Fls - Financial Institutions

MER - Memo Evaluation/Recommendation

OA - Office of the Administrator

Resources and Financial Services
ODATS - Office of the Deputy Administrator for Technical Services

Service Delivery Act of 2018
RF - Reinvestment Fund
RFSC - Reinvestment Fund for Sustainable CAPEX
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RMU - Records Management Unit

ODACREFS - Office of the Deputy Administrator for Corporate

RA11032 - Ease of Doing Business and Efficient Government




Department/Division
Service

Clients (Who May Avail)
Required Documents

Schedule of Availability of Service
Fees
Total/Maximum Duration of Process*

Classification/Transaction Type

O OV B G0l B

. Accounts Management and Guarantee Department (AMGD)/Accounts Management Division (AMD)
. Clearance of ECs to Avail Loan Outside NEA (Loan Policy 14-C) <More than P100 Million>
. Electric Cooperatives (ECs)

Board Resolution requesting for loan with specific bank/ Financial Institution

Approved/Indicative Loan Terms and Conditions including Amortization Schedule

Approved Cash Operating Budget and Workplan inclusive of the loan/project

Latest Audited Financial Statement

EC 5-15 Year Investment Plan (e-ICPM)

Rate impact to consumers (if applicable)

CAPEX - Project Profile/Description and/or approval and/or docketed application on the CAPEX Plan
including Price Reference/Bill of Materials.

Non CAPEX - Justification/Reason for the availment of loan including benefit/cost analysis.

9. Matrix and canvass/comparison of quotation from other Financial Institutions (Fls) and reason for the
selection of Fl to finance the project

®

. Monday - Friday (8AM - 5PM)
. 0.05% of the approved loan or up to #100,000.00
- Twenty (20) days

* The maximum time prescribed may be extended only once for the same number of days. (RA11032)

. Highly Technical/Government-to-Business (G2B)

No. Client Step

Person Officel Duration of

Agency Action Responsible Location Activity

1 Submits the Board
Resolution with complete
requirements/ documents

Receives and endorses the Board Resolution and
requirements/documents.

* If the submitted documents are incomplete, advise the EC (o AMGD Staff
submit/comply with the requirements. Also, EC is required to
submit additional supporiing document/s if necessary

Pre-evaluates the Board Resolution and
requirements. Prepares the Financial Evaluation.

*

If the loan clearance outside NEA s not related to capital AMD/ AMGD,
expenditures, proceed to preparation of Memo to BCRMC, Accounts Officer & 5/F
bypassing the ED’s technical evaluation. Section Chief

3 days

If the loan clearance outside NEA is for capital
expenditures, prepares Transmittal Memo to ED for
technical evaluation.

Division Manager &

Endorses to ED for technical evaluation of the project. Department Manager

13




: . Person Office/ Duration of
He: Glient Step Apency Acton Responsible Location Activity
Receives technical aspect of the request for Records Officer
clearance.
Conducts technical evaluation. Prepares Memo | Technical Evaluators/
Evaluation/fRecommendation (MER). Concerned Engineers ED, 6/F
. . Principal Engineer A &
Reviews and signs the MER. Bivision Marager 6 dage
Signs and endorses the MER to DATS. Department Manager
Approves the Memo Evaluation/Recommendation, | Deputy Administrator
. . ODATS, 6/F
then forwards to ED. for Technical Services
Receives the approved MER and forwards to
ff ED, 6/F
AMD/AMGD. B0 S ’
Finalizes the evaluation of the request for clearance. Accounts Officer,
Prepargs Memo to Board Credit & Risk Management qutlon Chief, AMD/AMGD.
Committee (BCRMC). Division Manager 5/F 9 days
End(_Jrses the request for clearance and/or collateral Department Manager
sharing.
Recommends. the request for clearance and/or DACRFS ODACRFS 5/F
collateral sharing.
Endorses the request for clearance and/or collateral 5 5
r OA, 7/F
sharing to the BCRMC. .

- Time is
Reviews and endorses to BOA for apprgval of the NEA BCRMC diniarion e
request for clearance and/or collateral sharing. official action of
End th t for cl e and/or collateral Office of th s il

ndorses the request for clearance an : ice of the and Board of

: B MR
sharing to the NEA Board of Administrators. s, BEbIRG BOA, 7/F Administrators.
Appr_oves the request for clearance and/or collateral NEA BCRMC
sharing.

Prepares and issues Board Resolution . Corporate Secretary OCs, 7/F

Determines if the request is Clearance with Collateral

Sharing.

If Clearance without Collateral Sharing, provides Accounts Officer, AMD/AMGD

concerned EC with copy of Board Resolution. Section Chief & 5/F 4 1 day

*Sends copy of clearance thru RMU/e-mall.

If Clearance with Collateral Sharing, provides ASC with a
copy of Board Resolution for MSI preparation.

Division Manager

14




Person Office/ Duration of

L Ellant Siep ARnSE AEtian Responsible Location Activity
Receives copy of approved Board Resolution. Clerk
Prepares Mortgage Sharing Indenture (MSI). Data Encoder

Checks entries on the MSI and prepares transmittal to
Electric Cooperative (EC).

Loans Analyst/
Sr. Accounts

signature.

Transmits MSI thru RMU/e-mail.

Management Specialist 2 days
Reviews MSI and initials the transmittal to EC. Section Chief
Checks MSI and signs the transmittal to EC. Division Manager ASD/AMGD,
Receives copy of MSI for Clerk/ 5/F

Data Encoder

3 Signs MSI and submits to NEA.

concerned EC.

Receives signed copy of MSI.
processes the review of MSI by Legal Services Office
(LSO) and signing of MSI by authorized NEA officials Clak on the receipt of
and notarization. Upon completion, a copy of duly signed MSI from
signed and notarized MSI| is transmitted to the

The ASD-AMGD

Time is dependent

EC.

END

LEGEND:

AMD - Accounts Management Division

AMGD - Accounts Management and Guarantee Department
ASD - Accounts Servicing Division

BCRMC - Board Credit & Risk Management Committee
BOA - Board of Administrators

CAPEX - Capital Expenditures

e-ICPM - Enhanced Integrated Computerized Planning Model
EC - Electric Cooperative

ED - Engineering Department

Fls - Financial Institutions

LSO - Legal Services Office

MER - Memo Evaluation/Recommendation
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MSI - Mortgage Sharing Indenture

OA - Office of the Administrator

OCS - Office of the Corporate Secretary

ODACREFS - Office of the Deputy Administrator for Corporate

Resources and Financial Services

ODATS - Office of the Deputy Administrator for Technical Services

RA11032 - Ease of Doing Business and Efficient Government
Service Delivery Act of 2018

RF - Reinvestment Fund

RFSC - Reinvestment Fund for Sustainable CAPEX

RMU - Records Management Unit




Department/Division
Service

Clients (Who May Avail)
Required Documents

Schedule of Availability of Service

Fees
Total/Maximum Duration of Process*

Classification/Transaction Type

: Accounts Management and Guarantee Department (AMGD)/Accounts Management Division (AMD)
. Approval of Single Digit System Loss (SDSL) Loan / Emergency, Unplanned and Contingency CAPEX,

and Disaster Resiliency Program

. Electric Cooperatives (ECs)
. 1. Board Resolution requesting for loan and further authorizing the following:

* The Board President and General Manager to sign any and all documents necessary for the purpose; and
* The Board President and General Manager to assign the proceeds of the EC's Power Billings

2. Project Profile/Description and/or ERC approval and/or docketed application on the CAPEX Plan including
Price Reference/Bill of Materials

3. Latest Audited Financial Statement
4. EC 5-15 Year Investment Plan (e-ICPM)
5. Rate impact to consumers (if any)

. Monday - Friday (8AM - 5PM)
. None
. Twenty (20) days

* The maximum time prescribed may be extended only once for the same number of days. (RA11032)

: Highly Technical/Government-to-Business (G2B)

No. Client Step

Person Officel Duration of

Agency Action Responsible Location Activity

1 Submits the Board
Resolution with complete
requirements/documents

Receives and endorses the Board Resolution and
requirements/documents.
* If the submitted documents are incomplete, advise the EC to AMGD Staff

submit/comply with the requirements. Also, EC is required fo
submit additional supporting document/s if necessary

Pre-evaluates the Board Resolution and
requirements. Prepares the Financial Evaluation and Accounts Officer &
Transmittal Memo to Engineering Department (ED) for Section Chief

technical evaluation.

AMD/ AMGD,

5/F 8 days

Endorses to Engineering Department (ED) for
technical evaluation of the project.
*  There are instances wherein the DRRMD conducts technical Division Manager &

evaluation of the project, particularly for disaster resiliency. Department Manager
Also, in case of civil works ie.. construction of building,
TEREDD conducts the technical evaluation.
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! L Person Office/ Duration of
Mo, Clisa: Stap Agency.Action Responsible Location Activity
Recewg:s technical aspect of the request for .
evaluation.
Conducts technical evaluation. Prepares Memo | Technical Evaluators/
Evaluation/Recommendation (MER). Concerned Engineers
* In some other special cases, the initial technical evaluation (pre-approval of loan) and ED. 6/F
preparation of Disbursement Voucher (DV) and Budget Utilization Request (BUR) were !
simultaneously initiated/provided by ED to facilitate the immediate release of loan.
T - 5 days
. . rincipal Engineer A & Y
Reviews and signs the MER. £ cpa g
Division Manager
Signs and endorses the MER to DATS. Department Manager
Deputy Administrator for
Approves the MER then forwards to ED. L e — ODATS, 6/F
Receives the approved MER and forwards to
ED, 6/F
AMD/AMGD. EL star ‘
Finalizes  the evaluation. Prepares Loan Accou.n = Off.'cer'
R dati 4 A D t (LRAD Section Chief, AMD/AMGD, 54
ecommendation and Approval Document ( ). Division Manager 5/F ays
Reviews and endorses the LRAD. Department Manager
Reviews and recommends the LRAD. DACRFS ODACRFS, 5/F Time is
Signs/Approves the LRAD. dependent on
* : . : . : o the official action
Subject for confirnation of Board Credit and Risk Administrator OA. 7/F
; ' of the
management Committee (BCRMC) and endorsement for e
ratification of NEA Board of Administrators. Administrator.
Provides ASD with copy of approved LRAD for AoeoLIy DITcer, AMD/AMGD,
¢ i Section Chief & 5/F
contract preparation. Division Manager
Receives copy of approved LRAD for contract Clerk
preparation.
Prepares Loan Contract. Data Encoder
Checks entries on the Loan Contract and prepares Lgfnﬁcﬁgﬁ:f: 2 days
transmittal to EC. Management Specialist ASD/AMGD,
Reviews Loan Contract and initials in the transmittal to \ : S/F
Section Chief
EC.
Checks Loan Contract and signs the transmittal to EC. Division Manager
5 Receives copy of Loan Transmits the Loan Contract thru Records Clerk/

Contract for signature

Management Unit (RMU)/e-mail.

Data Encoder

4




No. Client Step Agency Action

Person Office/
Responsible Location

Duration of
Activity

Signs Loan Contract and

Receives signed copy of Loan Contract. The ASD-

ASD/AMGD,

Time is dependent

F— on the receipt of
3 B AMGQ processes .the signing of ann Contract by Clerk 5/F sl Eomn
authorized NEA officials and notarization Contract from EC.
END
LEGEND:

AMD - Accounts Management Division

AMGD - Accounts Management and Guarantee Department

ASD - Accounts Servicing Division

BCRMC - Board Credit & Risk Management Committee

BUR - Budget Utilization Report

CAPEX - Capital Expenditures

DRRMD - Disaster Risk Reduction and Management Department

DACREFS - Deputy Administrator for Corporate Resources
and Financial Services

DATS - Deputy Administrator for Technical Services

DV - Disbursement Voucher

e-ICPM - Enhanced Integrated Computerized Planning Model

EC - Electric Cooperative

ED - Engineering Department
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ERC - Energy Regulatory Commission

LRAD - Loan Recommendation and Approval Document

MER - Memo Evaluation/Recommendation
NEA - National Electrification Administration
OA - Office of the Administrator

ODACREFS - Office of the Deputy Administrator for Corporate

Resources and Financial Services

ODATS - Office of the Deputy Administrator for Technical Services
RA11032 - Ease of Doing Business and Efficient Government

Service Delivery Act of 2018

RMU - Records Management Unit

SDSL - Single Digit System Loss

TEREDD - Total Electrification and Renewable Energy
Development Department




Department/Division
Service

Clients (Who May Avail)
Required Documents

Schedule of Availability of Service

Fees
Total/Maximum Duration of Process*

Classification/Transaction Type

. Accounts Management and Guarantee Department (AMGD)/Accounts Management Division (AMD)
. Release of Single Digit System Loss (SDSL) Loan / Emergency, Unplanned and Contingency CAPEX, and

Disaster Resiliency Program

. Electric Cooperatives (ECs)
. 1. Budget Request (BR) <at least three (3) copies>

2. Post-dated Check/s

: Monday - Friday (8AM - 5PM)
: None
. Twenty (20) days

* The maximum time prescribed may be extended only once for the same number of days. (RA11032)

. Highly Technical/Government-to-Business (G2B)

No. Client Step

Person Officel Duration of

Agency Action Responsible Location Activity

1 Submits the Board
Resolution with complete
requirements/documents

Receives and endorses the Board Resolution and
requirements/documents.
* If the submitted documents are incomplete, advise the EC to AMGD Staff

submit/comply with the requirements. Also, EC is required lo
submit additional supporting document/s if necessary.

Pre-evaluates the Budget Request and requirements.
Prepares the Evaluation Sheet (if needed only, on
case to case basis) and Transmittal Memo to ED for
technical evaluation (including Budget Request and
other supporting documents).

Accounts Officer & AMD/ AMGD.,
Section Chief 5/F 5 days

Endorses to Engineering Department (ED) for

technical evaluation of the project.

*  There are instances wherein the DRRMD conducts technical Division Manager &
evaluation of the project, particularly for disaster resiliency. Department Manager

Also, in case of civil works ie.. construction of building,
TEREDD conducts the technical evaluation.
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? : Person Office/ Duration of
o el SR AganayAstion Responsible Location Activity

Receives technical aspect of the loan application. Records Officer
Conducts technical evaluation, prepares Memo Evaluation/ Tachnibal Eealuatan
Recommendation (MER), Disbursement Voucher (DV) & By Broinaars
Budget Utilization Request (BUR). L g

The concemed Engineer/s also processes/initials on the Budget Request.

In some other special cases, the initial technical evaluation (pre-approval of loan) and

preparation of Disbursement Voucher (DV) and Budget Utilization Request (BUR) were ED, 6/F

simultaneously initiated/provided by ED to facilitate the immediate release of loan.
Reviews and signs/initials the MER, BUR and Budget | Principal Engineer A & 5 days
Request. Division Manager
Checks and signs/initials in the MER, BUR and

Department Manager
Budget Request.
Approves / signs in the MER, BUR and Budget | Deputy Aldmlmstrator for ODATS, 6/F
Request. Technical Services
Forwards the approved MER, DV, BUR and Budget
Request to ASD-AMGD. ED S ER.6F
Receives the approved MER, DV, BUR and Budget
Clerk

Reguest from ED.
Processes and initials on the Budget Request.
* The Senior Management Specialist also prepares the Loans Analyst/

Tentative Amortization Schedule as reference/ basis for the | Accounts Management

preparation of Post Dated Checks. Specialist ASD/AMGD,
Prepares Clearance Slip. 5IF
Initials and signs the Budget Request ("Checked & Section Chief &
Verifies Loan Balance" portion). Division Manager 7 days
Forwards the DV, BUR, Budget Request, MER and Clerk
Clearance Slip to AMD.
Receives DV= BUR, Budget Request, MER and Aecounts Officer
Clearance Slip.
Checks and initials on the Clearance Slip. Section Chief AMD/AMGD,
Reviews and signs the Clearance Slip Division Manager S/F

Forwards DV, BUR, Budget Request, MER and
Clearance Slip to the ASD-AMGD.

Accounts Officer
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’ . Person Office/ Duration of
s ARt biep Agency Action Responsible Location Activity

Receives DV, BUR, Budget Request, MER and

; Clerk
Clearance Slip,
Initials and signs the Clearance Slip. E‘»;ehcyon g ASD/AMGD,
Division Manager 5/F 4

Forwards DV, BUR, Budget Request, MER and (Continigstion)

Clearance Slip to the Office of the Department Clerk

Manager.

Signs th:le Buglget Request ("Checked & Verifies Loan Department Manager AMGD, 5/F

Balance" portion).

For BUR processing (refer to FSD). FPCD staff

For DV Processing (refer to FSD). FSAD staff FSD, 5/F 3 days

For cheque preparation (refer to FSD). TD staff

END

LEGEND:

AMD - Accounts Management Division

AMGD - Accounts Management and Guarantee Department
ASD - Accounts Servicing Division

BR - Board Resolution

BUR - Budget Utilization Report

CAPEX - Capital Expenditures

DRRMD - Disaster Risk Reduction and Management Department
DV - Disbursement Voucher

e-ICPM - Enhanced Integrated Computerized Planning Model
EC - Electric Cooperative

ED - Engineering Department

FPCD - Financial Planning and Control Division

FSAD - Financial Services and Accounting Division

FSD - Finance Services Department
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LRAD - Loan Recommendation and Approval Document
MER - Memo Evaluation/Recommendation

OA - Office of the Administrator

ODACREFS - Office of the Deputy Administrator for Corporate
Resources and Financial Services

ODATS - Office of the Deputy Administrator for Technical Services

RA11032 - Ease of Doing Business and Efficient Government

Service Delivery Act of 2018

RF - Reinvestment Fund

RFSC - Reinvestment Fund for Sustainable CAPEX

SDSL - Single Digit System Loss
TD - Treasury Division

TEREDD - Total Electrification and Renewable Energy

Development Department




Department/Division
Service

Clients (Who May Avail)
Required Documents

Schedule of Availability of Service

Fees
Total/Maximum Duration of Process*

Classification/Transaction Type

. Accounts Management and Guarantee Department (AMGD)/Accounts Management Division (AMD)

. Approval of Rural Electrification (RE) Loan - Capital Expenditure Projects and Logistics
. Electric Cooperatives (ECs)
. 1. Board Resolution requesting for loan and further authorizing the following:

* The Board President and General Manager to sign any and all documents necessary for the purpose; and

* The Board President and General Manager to assign the proceeds of the EC's Power Billings

Latest Audited Financial Statement

EC 5-15 Year Investment Plan (e-ICPM)

Rate impact to consumers (if any)

CAPEX - Project Profile/Description and/or approval and/or docketed application on the CAPEX Plan
including Price Reference/Bill of Materials

6. Non CAPEX - Justification/Reason for the availment of loan including benefit/cost analysis

2 Sl L

. Monday - Friday (8AM - 5PM)
. None
. Twenty (20) days

* The maximum time prescribed may be extended only once for the same number of days. (RA11032)

. Highly Technical/Government-to-Business (G2B)

No. Client Step

Person Officel Duration of

Agency Action Responsible Location Activity

1 Submits the Board
Resolution with complete
requirements/documents

Receives and endorses the Board Resolution and
requirements/documents.

* If the submitted documents are incomplete, advise the EC lo AMGD Staff
submit/comply with the requirements. Also, EC is required to
submit additional supporting document/s if necessary.

Pre-evaluates the Board Resolution and
requirements. Prepares the Financial Evaluation.

*

If the RE loan is not related to capital expenditures, proceed to ‘
preparation of Loan Recommendation Document/Memo Accounts Officer & AMD/ AMGD

(LRDM), by-passing the ED's technical evaluation. Section Chief 5/F 8 days

If the RE Loan is for capital expenditures, prepares
Transmittal Memo to ED for technical evaluation.

Endorses to Engineering Department (ED) for

technical evaluation of the project. _

*  There are instances wherein the DRRMD conducts technical Division Manager &
evaluation of the project, particularly for disaster resiliency. Department Manager

Also, in case of civil works ie.. construction of building,
TEREDD conducts the technical evaluation.
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; : Person Officel/ Duration of
Ne. Gljans Siep Aasncy AGHBR Responsible Location Activity
Receives the technical aspect of the project. Records Officer
Conducts technical evaluation. Prepares Memo | Technical Evaluators/
Evaluation/Recommendation (MER). Concerned Engineers ED. 6/F
Reviews and signs the MER. an.:'Pa," BNy T A e
Division Manager 5 days
Signs and endorses the MER to DATS. Department Manager
Approves the MER then forwards to ED. PR AdmmstEorior | apATS, el
echnical Services
Receives the approved MER and forwards to
AMD/AMGD. ED Staff ED, 6/F
Finalizes the evaluation. Prepares Loan Accou,ms Off.icer‘
R dation D /M d LRDM Section Chief, AMD/AMGD, 24
ecommendation Documen emorandum ( ) Division Manager 5/F ays
Endorses and recommends the LRDM. Department Manager
Recommends the LRDM. DACRFS ODACREFS, 5/F
Endorses the LRDM to BCRMC. Administrator OA, 7IF
Reviews and endorses to BOA the approval ot the
EC's RE Loan. NEABERMG Time s
' dependent on the
Endorses the.a.pproval of EC's RE Loan to the NEA Chairman. BCMRC . official astionof
Board of Administrators. Office of the | ., "« dministrator
- BOA, 7/F
Approves the EC's request for RE Loan. ' and Board of
*  Preparation and approval of new Loan Recommendation and NEA BOA Administrators.
Approval Document (LRAD) is needed in case of re-alignment
of the approved RE Loan.
Prepares and issues Board Resolution. Corporate Secretary OCS, 7/F
Provides ASD with copy of approved LRAD for Agg;’;‘;‘r‘.scflzz?g' AMD/AMGD,
contract preparation. Division Manager 5/F
Receives copy of approved LRAD for contract Clerk
preparation.
Prepares Loan Contract. Data Encoder R
Checks entries on the Loan Contract and prepares Loans Analy st ASD/AMGD,
; Sr. Accounts
transmittal to EC. 5/F

Management Specialist

Reviews Loan Contract and initials in the transmittal to
EC.

Section Chisf

Checks Loan Contract and signs the transmittal to EC.

Division Manager
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Person Officel Duration of

g GHERL wrep Agancy Action Responsible Location Activity
5 Receives copy of Loan Transmits the Loan Contract thru Records Clerk/
Contract for signature Management Unit (RMU)/e-mail. Data Encoder

Signs Loan Contract and

Receives signed copy of Loan Contract. The ASD-

Time is dependent

ASD/AMGD, on the receipt of
5/F signed Loan

3 : AMGD processes the signing of Loan Contract by Clerk Contract from EC.
SHprmiD HEX authorized NEA officials and notarization
END
LEGEND:

AMD - Accounts Management Division

AMGD - Accounts Management and Guarantee Department

ASD - Accounts Servicing Division

BCRMC - Board Credit & Risk Management Committee

BOA - Board of Administrators

CAPEX - Capital Expenditures

DRRMD - Disaster Risk Reduction and Management Department

DACRFS - Deputy Administrator for Corporate Resources
and Financial Services

DATS - Deputy Administrator for Technical Services

e-ICPM - Enhanced Integrated Computerized Planning Model

EC - Electric Cooperative

ED - Engineering Department

LRAD - Loan Recommendation and Approval Document

LRDM - Loan Recommendation Document/Memorandum

MER - Memo Evaluation/Recommendation

NEA - National Electrification Administration

OA - Office of the Administrator

OCS - Office of the Corporate Secretary

ODACRFS - Office of the Deputy Administrator for Corporate

Resources and Financial Services

ODATS - Office of the Deputy Administrator for Technical Services

RA11032 - Ease of Doing Business and Efficient Government
Service Delivery Act of 2018

RE - Rural Electrification

RMU - Records Management Unit

TEREDD - Total Electrification and Renewable Energy
Development Department
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Department/Division
Service

Clients (Who May Avail)
Required Documents

Schedule of Availability of Service

Fees
Total/Maximum Duration of Process*

Classification/Transaction Type

- Accounts Management and Guarantee Department (AMGD)/Accounts Management Division (AMD)
. Release of Rural Electrification (RE) Loan - Capital Expenditure Projects and Logistics

. Electric Cooperatives (ECs)

- 1. Budget Request (BR) <at least three (3) copies>

2. Duly signed and notarized Loan Contract with NEA
3. Post-dated Check/s

. Monday - Friday (8AM - 5PM)
: None
. Twenty (20) days

* The maximum time prescribed may be extended only once for the same number of days. (RA11032)

. Highly Technical/Government-to-Business (G2B)

No. Client Step

Person Officel Duration of

Agency Action Responsible Location Activity

1 Submits the Board
Resolution with complete
requirements/documents

Receives and endorses the Board Resolution and
requirements/documents.

*

If the submitted documents are incomplete, advise the EC to AMGD Staff
submit/comply with the requirements. Also, EC is required to
submit additional supporting document/s if necessary.

Pre-evaluates the Budget Request and requirements.
Prepares the Evaluation Sheet (if needed only, on
case to case basis) and Transmittal Memo to ED for
technical evaluation (including Budget Request and
other supporting documents).

Accounts Officer & | AMD/ AMGD,
Section Chief 5/F 409y

Endorses to Engineering Department (ED) for

technical evaluation of the project.

* There are instances wherein the DRRMD conducts technical Division Manager &
evaluation of the project, particularly for disaster resiliency. Department Manager

Also, in case of civil works ie.. construction of building,
TEREDD conducts the technical evaluation.
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. ' Person Office/ Duration of
HE: Gliant Stog Aueney Aotion Responsible Location Activity
Receives technical aspect of the loan application. Records Officer
Conducts technical evaluation, prepares Memo Evaluation/
Recommendation (MER), Disbursement Voucher (DV) & T
Budget Utilization Request (BUR). 3
. i Concerned Engineers
* The concemed Engineer/s also processes/inifials on the
Budget Request. ED, 6/F
Reviews and signs/initials the MER, BUR and Budget | Principal Engineer A &
Request. Division Manager 5 days
Checks and signs/initials in the MER, BUR and
Department Manager
Budget Request.
Approves / signs in the MER, BUR and Budget | Deputy AFlministrator for ODATS, 6/F
Request. Technical Services
Forwards the approved MER, DV, BUR and Budget
ED, 6/F
Request to ASD-AMGD. ED'Salt '
Receives the approved MER, DV, BUR and Budget
Clerk
Request from ED.
Processes and initials on the Budget Request.
* The Senior Management Specialist also prepares (he Loans Analyst/
Tentative Amortization Schedule as reference/ basis for the | Accounts Management
preparation of Post Dated Checks. Specialist ASD/AMGD,
Prepares Clearance Slip. SiF
Initials and signs the Budget Request ("Checked & Section Chief &
Verifies Loan Balance" portion). Division Manager 8 days
Forwards the DV, BUR, Budget Request, MER and Clerk
Clearance Slip to AMD.
Receives Dy, BUR, Budget Request, MER and Accounts Officer
Clearance Slip.
Checks and initials on the Clearance Slip. Section Chief AMD/AMGD,
Reviews and signs the Clearance Slip Division Manager SIF

Forwards DV, BUR, Budget Request, MER and
Clearance Slip to the ASD-AMGD.

Accounts Officer
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: Person Office/ Duration of
: Cl i : : i
i ont Sep Agency Actan Responsible Location Activity

Receives DV, BUR, Budget Request, MER and
. Clerk
Clearance Slip.
Initials and signs the Clearance Slip. secionChisf& | senmaan,
Division Manager 5/F § 4
ays
Forwards DV, BUR, Budget Request, MER and i Baitu -
Clearance Slip to the Office of the Department Clerk
Manager.
Signs th"e Budget Request ("Checked & Verifies Loan Department Manager AMGD. 5/F
Balance" portion).
For BUR processing (refer to FSD). FPCD staff
For DV Processing (refer to FSD). FSAD staff FSD, 5/F 3 days
For cheque preparation (refer to FSD). TD staff
END
LEGEND:
AMD - Accounts Management Division FSAD - Financial Services and Accounting Division
AMGD - Accounts Management and Guarantee Department FSD - Finance Services Department
ASD - Accounts Servicing Division MER - Memo Evaluation/Recommendation
BR - Board Resolution NEA - National Electrification Administration
BUR - Budget Utilization Report ODATS - Office of the Deputy Administrator for Technical Services
CAPEX - Capital Expenditures RA11032 - Ease of Doing Business and Efficient Government
DATS - Deputy Administrator for Technical Services Service Delivery Act of 2018
DRRMD - Disaster Risk Reduction and Management Department RE - Rural Electrification
DV - Disbursement VVoucher TD - Treasury Division
EC - Electric Cooperative TEREDD - Total Electrification and Renewable Energy
ED - Engineering Department Development Department

FPCD - Financial Planning and Control Division
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Department/Division
Service

Clients (Who May Avail)
Required Documents

Schedule of Availability of Service

Fees
Total/Maximum Duration of Process*

Classification/Transaction Type

1. Power Accounts 2. Security Deposit 3. Tax 4. Retirement

. Electric Cooperatives (ECs)
: 1. Board Resolution requesting for availment of loan and further authorizing officers to sign documents and

assign proceeds of EC's Power Billings
. 5-Year Investment Plan (e-ICPM) (if appiicable)

. Power Supply Contract/s ( for Power Supply Contract obligations, if applicable).

- Accounts Management and Guarantee Department (AMGD)/Accounts Management Division (AMD)
. Approval of Rural Electrification (RE) Loan - Working Capital

. List of employees availing retirement including computation (for Special Retirement Package for Employees)

2
%
4. Approved Special Retirement Program (for Special Retirement Package for Employees)
5
6

. Benefit/Cost Analysis (for Special Retirement Package for Employees)

7. Tax Assessment (for tax obligations)

. Monday - Friday (8AM - 5PM)
. None
. Twenty (20) days

* The maximum time prescribed may be extended only once for the same number of days. (RA11032)

. Highly Technical/Government-to-Business (G2B)

A . Person Office/ Duration of
b Glient Slep Agency Action Responsible Location Activity
1 Submits the Board Receives and endorses the Board Resolution and
Resolution with complete requirements/documents.
requirements/ documents *If the submitted documents are incomplete, advise the EC to AMGD Staff
submit/comply with the requirements. Also, EC is required fo
submit additional supporting document/s if necessary
Pre-evaluates  the  Board  Resolution  and Accounts Officer & | aAMD/ AMGD, 19 days
requirements. Section Chief 5/F
Finalizes the evaluation and prepares the Financial Accounts Officer,
Evaluation, Evaluation Sheet and Loan Section Chief &
Recommendation and Approval Document (LRAD). Division Manager
Endorses the LRAD. Department Manager
Recommends the LRAD. DACRFS ODACRFS, 5/F *Time is

Approves the LRAD.

*  Subject for confirmation of Board Credit and Risk
management Committee (BCRMC) and endorsement for
ratification of NEA Board of Administrators.

Administrator

OA, 7IF

dependent on
the official action
of the

Administrator
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; 4 Person Officel Duration of
o GERT D RESMEYABHON Responsible Location Activity
A ts Officer,
Provides ASD with copy of approved LRAD for chgtl-ilgnSChiei?zr AMD/AMGD,
contract preparation. Division Manager 5/F
Receives copy of approved LRAD for contract Clerk
preparation.
Prepares Loan Contract. Data Encoder
Checks entries on the Loan Contract and prepares Sl‘rc’?cscgnﬂgsnt:
transmittal to EC. ISpeciélist ‘
Reviews Loan Contract and initials in the transmittal to — 1 day
EC. ASD/AMGD,
(E)gecks Loan Contract and signs the transmittal to Bivision Manager 5/F
Receives copy of Loan Transmits Loan Contract thru Records Management
, : : lerk/ E
z Contract for signature Unit (RMU)/e-mail. CEICRaR Enacer
. Receives signed copy of Loan Contract. The ASD- Time is dependent
Signs Loan Contract and - on the receipt of
3 . AMGD processes the signing of Loan Contract by Clerk rad )
submits to NEA ; o - signed Loan
authorized NEA officials and notarization. Contract from EC.
END
LEGEND:

AMD - Accounts Management Division

AMGD - Accounts Management and Guarantee Department
ASD - Accounts Servicing Division

BCRMC - Board Credit and Risk Management Committee

BOA - Board of Administrators

DACRFS - Deputy Administrator for Corporate and Financial Services
e-ICPM - Enhanced Integrated Computerized Planning Model

EC - Electric Cooperative

LRAD - Loan Recommendation and Approval Document

NEA - National Electrification Administration

OA - Office of the Administrator

Resources and Financial Services

RE - Rural Electrification
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RMU - Records Management Unit

ODACREFS - Office of the Deputy Administrator for Corporate

RA11032 - Ease of Doing Business and Efficient Government
Service Delivery Act of 2018




Department/Division
Service

Clients (Who May Avail)
Required Documents

Schedule of Availability of Service

Fees
Total/Maximum Duration of Process*

Classification/Transaction Type

1. Power Accounts 2. Security Deposit 3. Tax 4. Retirement

. Electric Cooperatives (ECs)
. 1. Notice of Availment / Borrowing

2. Post-dated Check/s

: Monday - Friday (8AM - 5PM)
: None
. Seven (7) days

: Accounts Management and Guarantee Department (AMGD)/Accounts Management Division (AMD)
. Release of Rural Electrification (RE) Loan - Working Capital

* The maximum time prescribed may be extended only once for the same number of days. (RA11032)

. Complex Transaction/Government-to-Business (G2B)

Person Office/ Duration of
No. Client Ste Agency Action { : ol
P dehcy Responsible Location Activity
1 Submits the Notice of Receives and endorses the  Notice  of
Availment/Borrowing and Availment/Borrowing and other documents.
other documents “ If the submitted documents are incomplete, advise the EC to AMGD Staff
submit/comply with the requirements. Also, EC is required to
submit additional supporting document/s if necessary.
) _ ) icer AMD/ AMGD,

Evaluates the Notice of Availment/Borrowing and Ascggtﬁl:;:sc?ﬁg?z 5/F
sllier gRslinents Division Manager

o e ivisi P
Initials in the BUR. Sl M S i

Department Manager

Forwards the DV, BUR and other documents to ASD. Accounts Officer 4 days
Receives the DV, BUR and other documents for Clerk
Clearance Slip preparation.
Prepares Clearance Slip. Loans Analyst/
* The Senior Management Specialist also prepares the Accounts Management

Tentative Amortization Schedule as reference/basis for the s ialist ASD/AMGD,

preparation of Post Dated Checks., HICELa 5/F

Checks Clearance Slip.

Section Chief

Reviews the Clearance Slip.

Division Manager

Forwards the DV, BUR,
Clearance Slip to AMD.

other documents and

Clerk
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4 : Person Officel Duration of

e, Gl Siap sy Afian Responsible Location Activity

Receives DV, BUR, other documents and Clearance ,
. Accounts Officer
Slip from ASD.
Checks and initiais on the Clearance Slip. Section Chief AMD/AMGD,
Reviews and signs the Clearance Slip Division Manager S/F
Forwards DV, BUR, other documents and Clearance SO e
Slip to the ASD.
Receives DV, BUR, other documents and Clearance Claik 4 days
Slip from AMD. (Continuation)
Initials and signs the Clearance Slip. S“?°?'°” Chiatite ASD/AMGD,
Division Manager 5/F
Forwards DV, BUR, other documents and Clearance el
Slip to the Office of the Department Manager.
Signs BUR. Department Manager AMGD, 5/F
For BUR processing (refer to FSD). FPCD staff
For DV Processing (refer to FSD). FSAD staff FSD, 5/F 3 days
For cheque preparation (refer to FSD). TD staff
END
LEGEND:

AMD - Accounts Management Division

AMGD - Accounts Management and Guarantee Department
ASD - Accounts Servicing Division

BUR - Budget Utilization Report

DV - Disbursement Voucher

ECs - Electric Cooperatives

FPCD - Financial Planning and Control Division

FSD - Finance Services Department
RA11032 - Ease of Doing Business and Efficient Government

Service Delivery Act of 2018

RE - Rural Electrification
TD - Treasury Division
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Department/Division

Service

Clients (Who May Avail)
Required Documents
Schedule of Availability of Service

Fees

Total/Maximum Duration of Process™

Classification/Transaction Type

© Accounts Management and Guarantee Department (AMGD)/Accounts Servicing Division (ASD)
. Amortization Schedule

. Electric Cooperatives (ECs)
1. Board Resolution (BR) 2. Disbursement Voucher (DV) 3. Post Dated Check (PDC)
- Monday - Friday (8AM - 5PM)

. None

. Three (3) days

: Simple Transaction/Government-to-Business (G2B)

' : Person Office/ Duration of
g Client Stap Agency hetion Responsible Location Activity
1 Submits BR Receives BR from ED or DV from AMD and records on logbook. Clerk
Certifies loan balance. Sr. Loans Analyst
Receives Tentative . e 1 day
R Prepares tentative Amortization Schedule and sends EC a copy
2 Amortization Schedule and ; Sr. Accounts
' thru e-mail *
submits PDC Managemen{
3 Recaives loan proceeds A month before quarter end, prepares Amortization Schedule of Specialist ASD/AMGD,
P Loans Due for the Quarter, signs the "Prepared by" portion. S5/F
Checks and initials under the "Recommended by" portion of Loans
- Management 1 day
Amortization Schedule. ,
Chief
Reviews and initials under the "Recommended by" portion of Division Manager &
Amortization Schedule. Department Manager
Signs the "Recommended by" portion of Amortization Schedule. DACRFS
Signs the "Approved by" portion of Amortization Schedule. Administrator AMGD, 5/F
Records to logbook, then forwards the original copy of
I —— Amodlgatlon Schedule to Records Management Un'lt‘ ‘for ASD/AMGD. 1 day
4 Schedule transmittal to EC; forwards the photocopy to Treasury Division Clerk 5/F
for EC's billing and collection; and files the other photocopy for
future uses.
END
LEGEND:

AMD - Accounts Management Division
AMGD - Accounts Management and Guarantee Department

ASD -

Accounts Servicing Division

DACREFS - Deputy Administrator for Corporate Resources

and Financial Services

ED - Engineering Department
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Department

Service

Clients (Who May Avail)

Required Documents

Schedule of Availability of Service

Fees

Total/Maximum Duration of Process
Classification/Transaction Type

. Corporate Communications and Social Marketing Office (CCSMO)
. Request for Anniversary/Event Messages

ECs and Other Government and Non-Government Agencies

Letter-Request, Fact Sheets
Monday - Friday (8AM - 5PM)
None

. Three (3) days (with major revision/requires more intensive research)

Complex Transaction/Government-to-Business (G2B) & Government-to-Government (G2G)

. Person Officel . el
X Cl i i )
No ient Step Agency Action Responsible i peaticn Duration of Activity
1 |Sends letter-request to NEA BEcElves reduest for BG- anniersan) eoemo sy
message from Records Unit.
Prepares EC anniversary/event PR Chief/Sr. PRO/ CCSMO, 2 days
message. PR Officer 3/F
Reviews EC anniversary message. Department Manager
Receives proposed EC anniversary| Executive Assistant/ . )
Time is dependent on
TGRS, OA Secretary the official's action in
the department/office
Reviews proposed EC anniversary concerned. Duration of
message. OA, 7/F |activities within  this

Approves and/or revises EC anniversary
message. (either manual and/or
electronic approval)

Administrator

department/office is not
included in the total
duration of the process.
(Maximum is ten days)
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No.

Client Step

Agency Action

Person
Responsible

Officel
Location

Duration of Activity

Prepares transmittal letter of approved
anniversary message to the EC.

Sends original copy of transmittal
letter and approved anniversary
message to the concerned EC
through Records Unit or e-mail upon
request.

Receives transmittal letter and
approved anniversary message.

Files second copy of transmittal letter,
message and memo request from EC.

CCSMO Secretary

CCSMO,
3/F

1 day

END

LEGEND

CCSMO - Corporate Communication and Social Marketing Office

ECs - Electric Cooperatives

G2B - Government-to-Business
G2G - Government-to-Government
OA - Office of the Administrator
PR - Public Relations

PRO - Public Relations Officer
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Department/Division

Service

Clients (Who May Avail)

Required Documents

Schedule of Availability of Service
Fees

Total/Maximum Duration of Process
Classification/Transaction Type

Corporate Planning Office (CPO)/Rural Electrification Project Planning and Development Division (REPPDD)

Request for Electrification

External Stakeholders
Letter/Endorsement from Stakeholder
Monday - Friday (8AM - 5PM)

None

Seven (7) days

Complex Transaction/G2B, G2C & G2G

: : Person Office/ Duration
Na. Client Biep Agpncy Action Responsible Location of Activity
1 |Submits documents such as letters, . Staff,
: Receives documents/requests and G G
endorsements concerning requests : . : Division Manager &
i L determines required NEA assistance
for barangays/sitios energization Department Manager
Evaluates and prepares reply to the EIEPOP?}:I);
concerned party Staff ‘
Reviews and submits reply to the CPO g
Division Manager
Department Manager
7 days
Recqmmends/EndorseS reply to the Department Manager | CPO, 7/F
Administrator
Approves Reply Letter.
(Note: The approving authority shall be in | Department Manager | CPO or OA,
accordance with the approved Manual of or Administrator 7/F
Approvals (MANAP).
. . REPPDD/
t+
2 [Receives Reply Letter. Mails reply thru RMU. Staff CPO, 7/F

END
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MANUAL OF APPROVALS:

5. Letter Requests/iQueries
a) Legislators Depariment Manager, Administrator
CPO
b) Heads/Undersecretaries/ Department Manager, Administrator
Assistant Secretaries of CPO
Government Agencies
c) Governars and Vice Depantment Manager, Administrator
Governars CPO
d) EC Board of Directars Department Manager, Administrator
CPO
e) Department Managers/ Division Manager, Department Manager,
Directors of Government REPPDD CPO
Agencies
f) Below Vice Governor Division Manager, Department Manager,
(e.g. Mayor, Brgy Captain. etc ) REPPLDD CPO
g) Managers of Electric Division Manager, Department Manager,
Cooperalives REPPDD CPO

LEGEND:

CPO - Corporate Planning Office

G2B - Government-to-Business

G2C - Government-to-Citizen

G2G - Government-to-Government

OA - Office of the Administrator

REPPDD - Rural Electrification Project Planning and Development Division
RMU - Records Management Unit
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Department/Division . Finance Services Department (FSD)/Financial Planning and Control Division (FPCD)

Service . Processing of Budget Utilization Request for Loans and Subsidy Releases and
In-House Expenditures
Clients (Who May Avail) . Electric Cooperatives, Suppliers/Contractors
Required Documents . Claims/Bills and SDs
Schedule of Availability of Service . Monday - Friday (8AM - SPM)
Fees : None
Total/Maximum Duration of Process : One (1) day
Classification/Transaction Type :  Simple Transaction/Government-to-Business (G2B)
No. Client Step Agency Action Person ©ftical i

Responsible |Location| of Activity

Receives BUR with complete SDs from various

1 [Submits BUR with complete SDs Depariments/Officas.

Budget Assistant

Records and assigns BUR control number.

Checks mathematical computation of claims,
completeness of documents and budget availability
and utilized for the purpose based on the NEA's
approved COB.

If not in order, return to originating Analyst FPCD/

1da
department/office. FSD. 6/F y

Initials on "Budget Available and Earmark/Utilized
2 |Re-submits BUR with complete SDs for the purpose as indicated" portion under Box B
of BUR.

Checks mathematical computation of claims,
rechecks completeness of documents and initials
on "Budget Available and Earmark for the Purpose
as Indicated" portion under Box B of BUR.

Section Chief
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. " Person Officel/ Duration
e Llant Siep Agericy Action Responsible |Location | of Activity
Reviews the BUR and signs on "Budget Available
and Earmark for the Purpose as Indicated" portion | Division Manager Ep
under Box B of BUR. & 1 day
FSD, 5/F | (Continuation)
Forwards BUR to FSAD. Budget Assistant
END
LEGEND:

BUR - Budget Utilization Request

COB - Corporate Cperating Budget

FPCD - Financial Planning and Control Division
FSAD - Financial Services and Accounting Division
SDs - Supporting Documents

38




Department/Division
Service

Clients (Who May Avail)
Required Documents
Schedule of Availability of
Service

Fees

Total/Maximum Duration of
Process
Classification/Transaction Type

- Finance Services Department (FSD)/Financial Services and Accounting Division (FSAD)
. Disbursement Voucher Processing for Loans and Subsidy Releases and In-House Expenditures

. Electric Cooperatives, Suppliers/Contractors
. Claims/Bills and SDs

. Monday - Friday (8AM - 5PM)

None

. Thirteen (13) days
. Highly Technical/Government-to-Business (G2B)

: ! Person Office/ Duration
No. Client Step Agency Action Rasharisible L GEaRSh Remarks of Activity
1 Submits claims/bills and Receives DV with SDs from FPCD and assigns Accounting
SDs control number. Processor
Checks computation of claims & completeness of :
documents and validity of claim. Sr. Accounting a) Loan 1 day
. . Processor/ Releases
If not in order, returns to originating Sr. Eitmaricis]
department/office. Planning
5 Re-submits DV and Rechecks computatio_n _of claim; & completeness Analyst b) Subsidy 6 days
SDs of documents and validity of claim. FSAD/FSD, | Releases and
Initials on "Certified" portion under Box A of DV. S/F In-House
: : § ) Expenses
Rechecks mathematical computation of claims, Chief
completeness and validity of documents and Corporate
initials on "Certified" portion under Box A of DV. Accountant c) Payment of | 6 days
Reviews the DV and signs on "Certified" portion Division Salary and
under Box A of DV. Manager Overtime for
Accounting Service
Forwards DV to FSD Department Manager. it Provider/
Partners
Department FSD &
Recommends approval of DV. Manager/ ODACREFS,
DACRFS alF
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: . Person Office/ Duration
No. Client Step Agency Action Reggonsiblo e s Remarks of Activity
Approves DV
Level of Approval ODACRFS,
A. Administrative UACERFS 5/F
Up to P5,000 to be signed by FSD
Time is dependent on the
official action of the
. Administrator. Duration of
Administrator | - OA, 7/F | activity within this office i
not included in the total
duration of the process.
END
LEGEND:

DACREFS - Deputy Administrator for Corporate and Financial Services

DV - Disbursement Voucher

FPCD - Financial Planning and Control Division
FSAD - Financial Services and Accounting Division
FSD - Finance Services Department

OA - Office of the Administrator

ODACREFS - Office of the Deputy Administrator for Corporate Resources and Financial Services
SDs - Supporting Documents
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Department/Division

Service

Clients (Who May Avail)

Required Documents

Schedule of Availability of Service
Fees

Total/Maximum Duration of Process
Classification/Transaction Type

Institutional Development Department (IDD)/Organizational and Management Development Division (OMDD)

Request for General Manager's Salary Increase
Electric Cooperatives

Board Resolution and Evaluation of GM's Performance
Monday - Friday (8AM - 5PM)

None

Twenty (20) days

Highly Technical/Government-to-Business (G2B)

. ! Person Officel Duration
s Clignt 3tap Agahcy netion Responsible Location of Activity
. . Sr. ECDO &
1 |Submits request Receives request. Sr. IRD Staff 1 day
Sr. ECDO/IRD,
Prepares letter-reply to be signed by: Supervising ECDO,
a) Administrator - for approval ECDO/IRD Chief, IDD/OMDD, 6/F | 18 days
b) DAECMS - for deferment Division Manager &
Department Manager
. Transmits letter to EC thru e-mail and/or ‘
2 |Receives letter-approval/deferment e g i ST Records Officer 1 day

END

LEGEND:

DAECMS - Deputy Administrator for Electric Cooperatives Management Services

ECs - Electric Cooperatives

ECDO - Electric Cooperative Development Officer
IDD - Institutional Development Department

IRD - Industrial Relations Development

OMDD - Organization and Management Development Division

RMU - Records Management Unit
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Department/Division
Service

Clients (Who May Avail)
Required Documents

Schedule of Availability of Service
Fees

Total/Maximum Duration of Process
Classification/Transaction Type

Institutional Development Department (IDD)/Organizational and Management Development Division (OMDD)

Request for Employees' Salary Increase
Electric Cooperatives

1. Board Resolution

2. Existing and Proposed Employees' Salaries
3. Proposed Salary Scale

4. Three (3)-year Projected Cash Flow

Monday - Friday (8AM - 5PM)

None

Twenty (20) days

Highly Technical/Government-to-Business (G2B)

; : Person Office/ Duration
Lo Sl Sbep AQaucy Acton Responsible Location | of Activity
1 |Submits request Receives request. 1 day
Sr. ECDO &
Gathers data and evaluate employees' salary Sr. IRD Staff T
increase. y
Prepares letter-reply to be signed by: ECDO/IRD Chief, | /DD/OMDD,
a) Administrator - for approval Division Manager & 6/F 5 days
b) DAECMS - for deferment Department Manager
2 |Receives letter-approval/deferment Tesmsmite |iter o EL A esmailandiar Records Officer 1 day

releases the same thru RMU.

END

LEGEND:

DAECMS - Deputy Administrator for Electric Cooperatives Management Services

ECs - Electric Cooperatives

ECDO - Electric Cooperative Development Officer
IDD - Institutional Development Department

IRD - Industrial Relations Development

OMDD - Organization and Management Development Division

RMU - Records Management Unit

42




Department/Division

Service

Clients (Who May Avail)

Required Documents

Schedule of Availability of Service
Fees

Total/Maximum Duration of Process
Classification/Transaction Type

Institutional Development Department (IDD)/Organizational and Management Development Division (OMDD)
Productivity Incentives of Officers and Employees

Electric Cooperatives

Board Resolution and MFSR as of October of the Current Year

Monday - Friday (8AM - 5PM)

None

Seven (7) days

Complex Transaction/Government-to-Business (G2B)

: s Person Office/ Duration of
L GIRIE ST9D ARRNEY AcTion Responsible Location Activity
1 Submttg request and complete Receives request. Cluster B IDD/OMDD, 1 day
supporting documents 6/F
Gathers necessary data and evaluates request:
- MFSR Evaluation Staff & FSD, 5/F
- Matrix on Comparative Incentives and Cluster B & IDD, 6/F
Evaluation as of October of the current year
Division M 5 days
Vo s ioDiowD &
Reviews and recommends approval of the matrix. P ODAECMS,
Manager 4/F & 6/F
& DAECMS
Time is
dependent on
the official

action of the
Administrator.
: . ; . Duration of
Approves/Signs the request for incentives. Administrator OA, 7/F Activity within
this office is
not included in
the total
duration of the
process.
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| . Person Office/ Duration of
R Sliem ap pstny Antien Responsible Location Activity
. Transmits letter to EC thru e-mail and/or releases ‘ IDD/OMDD,
2 |Receives letter-approval e sammathia RMU. Records Officer 6/F 1 day

END

LEGEND:

ECs - Electric Cooperatives
FSD - Finance Services Department

IDD - Institutional Development Department
MFSR - Monthly Financial and Statistical Report

OA - Office of the Administrator

ODAECMS - Office of the Deputy Administrator for Electric Cooperatives Management Services
OMDD - Organization and Management Development Division

RMU - Records Management Unit
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Department/Division

Service

Clients (Who May Avail)
Requirements

Schedule of Availability of Service
Fees

Total/Maximum Duration of Process :

Classification/Transaction Type

Institutional Development Department (IDD)/Organizational and Management Development Division (OMDD)
Request/Application for Retirement of GM (without pending case)

Electric Cooperatives

Board Resolution

Monday - Friday (8AM - 5PM)

None

Twenty (20) days

Highly Technical/Government-to-Business (G2B)

< 4 Person Office/ Duration
No. Client Step Agency Action Responsible Location | of Activity
1 |Submits request Receives request. 1da
= = ‘ _ Sr. ECDO or IDD/OMDD, Y
Gathers and evaluates request in coordination Sr. IRD Staff 6/F 15days

with ADCOM and ECAD for CSW.

Division Manager,
Department Manager
DAECMS &

IDD &
ODAECMS, 5 days

Prepares memo for the Administrator and letter
to the EC Board to be signed by the

Administrator. pdiministratar 4/F & 6/F
, Transmits letter to EC thru e-mail and/or . IDD/OMDD,
2 |Receives letter-approval releases the same thru RMU. Records Officer 6/F 1 day
END

LEGEND:

ADCOM - Administrative Committee

CSW - Complete Staffwork

ECAD - Electric Cooperative Audit Department
ECDO - Electric Cooperative Development Officer

ECs - Electric Cooperatives
GM - General Manager

IDD - Institutional Development Department

IRD - Industrial Relations Development

ODAECMS - Office of the Deputy Administrator for Electric Cooperatives Management Services
OMDD - Organization and Management Development Division

RMU - Records Management Unit
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Department/Division

Service

Clients (Who May Avail)
Required Documents
Schedule of Availability of Service

Fees

Total/Maximum Duration of Process
Classification/Transaction Type

- Institutional Development Department (IDD)/Consumer Development and Protection Division (CDPD)
. Handling Consumer Complaint

. EC Member-Consumers

. Letter-Complaint

- Monday - Friday (8AM - 5PM)

. None

. Twelve (12) days

. Highly Technical/Government-to-Citizen (G2C)

, ; Person Officel Duration
. el Sep RURNOY oo Responsible Location of Activity
1 |submits complaintis Erereas e i gl e A Assigned
—— CDPD Staff IDD/CDPD &
Endorses to Division Manager.
—— ODAECMS, 6 days
Endorses to Department Manager. Division Manager 4/F & 6/F
Endorses to DAECMS. Department Manager
Requires EC to reply/act on the complaint/s. DAECMS
Monitors/Follows-up EC action/reply
(if no EC reply after 15 days) Assigned
Replies/Acts on consumer complaint. CDPD Staff
Endorses to Division Manager. IDDICDPD, 6/F
Endorses to Department Manager. Division Manager 6 days

Endorses to DAECMS.

Department Manager

Signs follow-up letter. DAECMS ODAECMS, 4/F
: : Transmits action taken by EC to complainant Assigned
2 |Receives action taken by EC thiirE-rail Sridior i R, CDPD Staff IDD/CDPD, 6/F

END

LEGEND:

CDPD - Consumer Development and Protection Division

DAECMS - Deputy Administrator for Electric Cooperatives Management Services
EC - Electric Cooperative
IDD - Institutional Development Department
ODAECMS - Office of the Deputy Administrater for Electric Cooperatives Management Services
RMU - Records Management Unit
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Department/Division
Frontline Service
Clients (Who May Avail)
Requirements

Additional Requirements for
Redistricting

Schedule of Availability of Service
Fees

Total/Maximum Duration of Process
Classification/Transaction Type

Institutional Development Department (IDD)/Consumer Development and Protection Division (CDPD)

Processing of EC By-Laws Amendments

Electric Cooperatives

Certification of Quorum
Certificate of Ratification
Affidavit of Board President

Actual vs. Potential Number of Connections
Actual vs. Potential Revenue

RN b oo R LR

Monday - Friday (8AM - 5PM)
None

By-Laws Amendment - Articles of Amendments

Thirty-Five (35) days (Excluding Legal Review Process)

Highly Technical/Government-to-Business (G2B)

Signed Minutes of the General Assembly Meeting approving the proposal
Board Resolution adopting the Annual General Membership Assembly proposed amendment

Comparative Table of Actual/Proposed Non-Power Cost Expenses as a result of Redistricting
Spot Map & Existing/Amended Coop by-Laws

No. Client Step Agency Action Re::;sn(;?ble Officel/ Location Dl::tti';?y‘)f
Review/Evaluate/Prepare draft Staff, Department
1 Submit proposed amendment to recommendation and Approval of Manager, DAECMS IDD/CDPD & 33 days
EC by-laws Recommendation (including coordination & concerned ODAECMS, 6/F
with other departments/offices) Department/Office
Review/Approve recommendation DALS ODALS, 2/F
Approve EC By-Laws Amendments Administrator OA, 7/F 1 day
2 |Receive approved amendment Endorse to EC BOD Staff IDD/CDPD, 6/F 1 day
END
LEGEND:

EC - Electric Cooperative
BOD - Board of Directors

DALS - Deputy Administrator for Legal Services
DAECMS - Deputy Administrator for Electric Cooperatives Management Services

OA - Office of the Administrator

ODALS - Office of the Deputy Administrator for Legal Services
ODAECMS - Office of the Deputy Administrator for Electric Cooperatives Management Services
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Department/Division

Service

Clients (Who May Avail)

Required Documents

Schedule of Availability of Service
Fees

Total/Maximum Duration of Process
Classification/Transaction Type

 Information Technology and Communication Services Department (ITCSD)/

Database Management and Program Control Division (DMPCD)

. Information Services (Simple request not needing inputs from other departments/offices)

: Government & Non-Government Agencies and Individuals
. Letter Request

- Monday - Friday (8AM - 5PM)

: Photocopy Fee (Variable)

- Three (3) days

- Simple Transaction/G2B, G2C & G2G

: : y Office/ Duration of
No. Client Step Agency Action Person Responsible fee o Activity
Sends letter-request addressed to| Forwards request to the Administrator.
. the Administrator. (Note: Letter Request sent through hardcopy or email) CemmemER) S, CMPCLY, 2
Endorses request to ITCSD. Concerned Staff OA, 7/F
Sends letter-request addressed to
Administrator received thru ITCSD| Endorses request to DMPCD. ITCSD Manager
Manager or ITCSD email.
3 days
A s Verifies request and endorses to concerned ITCSD, 2/F

Manager or DMPCD email.

Administrator received thru DMPCD

section for the preparation of requirements.

2 |Receives response

Replies to the requesting party with required data
and reports through e-mail.

DMPCD Manager
Section Chief
Concerned Staff

END

LEGEND:

DMPCD - Database Management and Program Control Division

G2B - Government-to-Business
G2C - Government-to-Citizen

G2G - Government-to-Government

ITCSD - Information Technology and Communication Services Department

OA - Office of the Administrator
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Department/Division

Service

Clients (Who May Avail)

Required Documents

Schedule of Availability of Service
Fees

Total/Maximum Duration of Process
Classification/Transaction Type

. Information Technology and Communication Services Department (ITCSD)/

Database Management and Program Control Division (DMPCD)

. Information Services (Complex request needing inputs from other departments/offices)

. Government & Non-Government Agencies and Individuals
. Letter-Request

. Monday - Friday (8AM - 5PM)

. Photocopy Fee (Variable)

. Six (6) days

. Complex Transaction/G2B, G2C & G2G

: . Person Office/ | Duration
M CHent Sish sk i Responsible Location | of Activity
1 Sends letter-request addressed to| Forwards request to the Administrator. Curcariad St DMPCD,
the Administrator. (Note: Letter Request sent through hardcopy or email) 2/F
Endorses request to ITCSD. Concerned Staff OA, 7/F
Sends letter-request addressed to
Administrator received thru ITCSD| Endorses requestto DMPCD. ITCSD Manager
Manager or ITCSD email.
Verifies request and endorses to concerned section
Sends letter-request addressed to fortIe prepa.ratlon of requirements, N 6 days
Admiristiator isosivad thiil DMPCD (In cqse of email, fo,jfvem::feﬁ‘f to concerned Department/Office with ITCSD.
Manager or DMPCD email. notation for appropriate action. In case of hardcopy, forwarded to DMPGCD Manager oIF

concerned Department/Office with corresponding Memo or
Transmittal Sheet)

Replies to the requesting party with required data and
reports through e-mail.

Section Chief
Concerned Staff

2 {Reselves feanbnse (The other concerned Department/Office is alsorequired to reply
directly to the requesting party through email)
END
LEGEND:

DMPCD - Database Management and Program Control Division

G2B - Government-to-Business
G2C - Government-to-Citizen
G2G - Government-to-Government

ITCSD - Information Technology and Communication Services Department

OA - Office of the Administrator
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Department/Division

Service

Clients (Who May Avail)

Required Documents

Schedule of Availability of Service
Fees

Total/Maximum Duration of Process

Legal Services Office (LSO)
Preparation of Legal Opinion
ECs

Letter-Request

Monday - Friday (8AM - 5PM)
None

Twelve (12) days

Classification/Transaction Type Highly Technical/G2B
: ; Person Office/ Duration
e Tipursiap AgencySetat Responsible Location of Activity
1 |Sends request for legal opinion
Receives request for legal opinion.
Legal Services Staff
Requests forwarded to DALS. 3 days
Endorses to assigned lawyer. DALS 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:

DALS - Deputy Administrator for Legal Services

ECs - Electric Cooperatives
G2B - Government-to-Business

ODALS - Office of the Deputy Administrator for Legal Services
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Department/Division

Service

Clients (Who May Avail)

Required Documents

Schedule of Availability of Service
Fees

Total/Maximum Duration of Process
Classification/Transaction Type

- NEA-EC Training Institute (NETI)

. 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)
. Highly Technical/Government-to-Business (G2B)

. g Person Office/ | Duration of
No. Client Ste
P Adeiicy Aedan Responsible | Location Activity
Receives letter request (thru e-mail or RMU). Secretary/Staff
. : Department
Forwards letter request for appropriate action. Manager
Acknowledges receipt and requests
1 Submits Letter-Request, particjpants profi|e_ 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 or RMU).
Prepares/Revises/Finalizes CSW.
! Department
(nforms NETI of approval of Reviews and recommends approval of CSW. Maiiagar 10 days
2 |schedule, venue and number/level |Approves of CSW. Administrator | OA, 7/F
of participants. Prepares Administrative Requirements (Travel
Order and other necessary training materials / Coordinator | NETI, 3/F 3 days
documents).
Staff & Depending on
3 |Attends Training/Seminar. Implements conduct of Training/Seminar. Resource EC Venue | the number of
Persons schools/days
END

LEGEND:
CSW - Complete Staffwork
ECs - Electric Cooperatives
OA - Office of the Administrator
RMU - Records Management Unit
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Department/Division

Service

Clients (Who May Avail)

Required Documents

Schedule of Availability of Service
Fees

Total/Maximum Duration of Process
Classification/Transaction Type

Office of the Corporate Secretary (OCS)

Issuance of Certified True Copy of Board Resolution

Public and Electric Cooperatives
Written Request

Monday - Friday (8AM - 5PM)
£10.00/page

Two (2) days

Simple Transaction/G2B & G2C

¢ > ¢ Office/ |Duration of
No. Client Step Agency Action Person Responsible Location Activity
1 |Filesa written request at OCS. Receives the request.
\éenflclestlthe existence of the Board Minutes/Agenda Officer/
el Records Officer
Reproduces/Photocopies the Board
Resolution and stamp with certified true OCS, 7/F 2 days

copy.

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

END

LEGEND:

OCS - Office of the Corporate Secretary

ECs - Electric Cooperatives
G2B - Government-to-Business
G2C - Government-to-Citizen
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Department/Division

Service

Clients (Who May Avail)

Required Documents

Schedule of Availability of Service
Fees

Total/Maximum Duration of Process
Classification/Transaction Type

Office of the Corporate Secretary (OCS)

Issuance of Certification of Board Resolution

Public and ECs

Written Request

Monday - Friday (8AM - 5PM)
£10.00/page

Two (2) days

Simple Transaction/G2B & G2C

; . Office/ |Duration of
No. Client St i
ient Step Agency Action Person Responsible Location | Activity
1 |Files a written request at OCS. Accepts the request.
Verifies the existence of the Board Minutes/Agenda Officer/
Resolution. Records Officer
Prepares/Encodes Certification of Board OCS, 7/F 2 days

Resolution.

Signs Certification.

Corporate Board Secretary

2 |Receives Certification.

Releases Certification to Client.

Minutes/Agenda Officer/
Records Officer

END

LEGEND:

OCS - Office of the Corporate Secretary

ECs - Electric Cooperatives
G2B - Government-to-Business
G2C - Government-to-Citizen
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Department/Division
Frontline Service

Clients (Who May Avail)
Requirements

Schedule of Availability of Service

Fees

Total/Maximum Duration of Process
Classification/Transaction Type

Total Electrification and Renewable Energy Development Department (TEREDD)/

Total Electrification Division (TED) - Luzon, Visayas & Mindanao Team

Evaluation/Approval of EC's Budget Request (BR) for subsidy funded R.E. projects

Electric Cooperatives (ECs)
Duly accomplished Board Resolution, Budget Request Form (separate for the dx line facilities and

housewiring), Staking Sheets(for distribution lines only), Bill of Materials (separate for the dx line facilities and
housewiring), Barangay Certification, Map showing the Sitio, Execution Plan and Letter of Committment.

None

Fourteen (14) days
Highly Technical/Government-to-Business (G2B)

Monday - Friday (8AM - 5PM)

’ . . Person Office/ Duration
Dl Siipirt Action fAgancy Actian Responsible Location of Activity
1 |Submits request together with the required | Receives and endorses to ODATS the BRs and other , ,
documents documents submitted by the ECs. Records Officer  [Records Unit, G/F|  1/2 day
Endorses to Department Manager TEREDD. DATS ODATS, 6/F 1/2 day
Endorses to Division Manager TED. Deparimant TEREDD, 7/F 1/2 day
Manager
Evaluates the Budget Request. Project Officer
_ Team Leader/ TED, 7/F 10 days
Reviews evaluated Budget Request. (Project Manager)
Division Manager
Recommends evaluated Budget Request. Depariment TEREDD, 7/F 1 day
Manager
Approves Budget Request. DATS ODATS, 6/F 1 day
Endorses the approved Evaluation Memorandum to Denart ¢
Accounts Services Division (ASD) for Memorandum of ;\eﬁpa men TEREDD, 7/F 1/2 day
Agreement (MOA) preparation. Anpdet
END
LEGEND:

ASD - Accounts Services Division

BR - Budaet Request

DATS - Deputy Administrator for Technical Services
DX Line - Distribution Line

ECs - Electric Cooperatives

MOA - Memorandum of Agreement
ODATS - Office of the Deputy Administrator for Technical Services
TED - Total Electrification Division

TEREDD - Total Electrification and Renewable Energy Development Department
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Department/Division
Service

Clients (Who May Avail)
Requirement

Schedule of Availability of Service
Fees

Validity

Total/Maximum Duration of Process*
Classification/Transaction Type

. Human Resources and Administration Department/Human Resources Management Division
. Employee Satisfaction Survey (ESS)' - Online
. All NEA Plantilla Officials and Employees

. a. All NEA Plantilla Officials and Employees working in NEA for at least one (1) year

b. Cellphone, Computer or any other applicable devices compatible to Google Forms App?

¢. Internet Connection
d. e-mail address

. Annually after the conduct of Customer Satisfaction Survey (CSS)
: None

. One (1) Year

. Fifteen (15) days

. Complex Transaction/G2C

y ; Person Officel Duration of
B, cHanL 2l ARDEy AEtion Responsible Location Activity
1 Receive the survey link
posted by HRMD from the Post survey link to the online platforms.
online platforms
- = Assigned HRMD Staff
2 Fill-out the electronic survey
and submit the response Received employee's response.
3 Receive acknowledgement AT e
througtr: b fromf(t}}hoogle Conduct Data Analysis/Interpretation 4lF '
with summary of the Concerned HRMD Staff
response
15 days
Prepares Result of Survey Report®
Concerned HRMD
_ _ Staff, IRM Chief,
Prepare Employee Satisfaction Survey (ESS) Report HRMD Manager &
HRAD Manager
HRAD Manager,
Deputy Administrator HRAD 4/F,
Recommends Action Plan for CRFS, ODACREFS 5/F,
Administrator & NEA OAT7IF
Management

END
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NOTES:

1. Employee Satisfaction Survey (ESS) is a method of obtaining candid opinion of employees by giving them an opportunity to anonymously
answer raised in a guestionnaire.

2. Google Forms application (app) is a survey administration software included as part of the free, web-based Google Docs Editors suite offered
by Google. The said software is only available as a web application. The app allows users to create and edit surveys online while collaborating
with other users in real-time. The collected information can be automatically entered into a spreadsheet.

3. The Result of Survey Report is submitted to HRMD and HRAD Manager.

LEGEND:

APP - Application

CRFS - Corporate Resources and Financial Services

CSS - Customer Satisfaction Survey

ESS - Employee Satisfaction Survey

G2C - Government-to-Citizen

HRAD - Human Resources and Administration Department
HRMD - Human Resources Management Division

IRM - Industrial Relations Management

OA - Office of the Administrator

ODACRFS - Office of the Deputy Administrator for Corporate Resources and Financial Services
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Department/Division

Service

Clients (Who May Avail)
Requirement

Schedule of Availability of Service
Fees

Validity

Total/Maximum Duration of Process™

: Human Resources and Administration Department/Human Resources Management Division
. Handling Complaints

: All NEA Plantilla Officials and Employees
. Details of the complaint

. Monday - Friday (8AM - 5PM)

: None

. Not Applicable

: Three (3) days

Classification/Transaction Type . Simple Transaction/G2C
: : Person Officel Duration of
i Cliant Stap Agency Action Responsible Location Activity
File a complaint’ through
1 CSC's Contact Center ng Received complaint from the HRMD/HRAD email. Assigned HRMD Staff
Bayan (CSC-CCB)
Verify and evaluate the complaint and its appropriate Bilis Aksyon Partner
action/s needed. (HRAD Manager) HRMD/HRAD.,
4/F
Concerned NEA
Reply Letter to Complaint. Employee? &
Concerned HRMD Staff
Check th ly letter® f ti isi ——
eck the reply letter® for correction or revision. HRMD Manager &
M
Prepare endorsement letter to CSC HAAL Hlanagst
Deputy Admimepator |  HRAD 4
Sign/Approve the reply letters.* puty ODACRFS 5/F,
for CRFS &
i OA7/F
Administrator
5 Bl rapiviiiar Send letters to Complainant and CSC through Assigned HRMD/HRAD,
Py HRMD/HRAD email HRMD Staff® 4lF

END
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LEGAL BASES:

a. R.A. No. 9485 ARTA of 2008 and its IRR

b. R.A. No. 11032 EODB Act of 2018

c. CSC MC No. 12 5. 2008 on RA No. 9485 and its IRR
d. CSC related circulars & NEA issuances

NOTES:

1. Complaint means an expression of dissatisfaction made to an organization, its services related or the complaints-handling process, where a
response or resolution is explicitly or implicitly expected.

2. The concerned employee will send back their responses to HRMD for endorsement.

3. For complaints that needs further deliberation/ investigation on possible violation/s of HR policies/guidelines, the same may be referred to
Grievance Committee or NEA Internal Administrative Committee (ADCOM) depending on the nature of the complaint received.

4. The signatories of the reply letter are dependent on the subject (person) of the complaint.

5. Update records of the complaint in the Complaints Monitoring Log Sheet (CMLS) for monitoring purposes.

LEGEND:

ADCOM - Administrative Committee

CSC - Civil Service Commission

CCB - Contact Center ng Bayan

CMLS - Complaints Monitoring Log Sheet

G2C - Government-to-Citizen

HRAD - Human Resources and Administration Department

HRMD - Human Resources Management Division

OA - Office of the Administrator

ODACREFS - Office of the Deputy Administrator for Corporate Resources and Financial Services
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Department/Division
Service

Clients (Who May Avail)
Requirement

Schedule of Availability of Service
Fees

Validity

Total/Maximum Duration of Process*

. Human Resources and Administration Department/Human Resources Management Division
. Competency Assessment and Enhancement

. All NEA Plantilla Officials with subordinate/s

. a. Updated Seminar on On-Line Competency Assessment

b. HRIS Supervisory access on Competency Assessment
c. e-mail address

: Annually

: None

. One (1) Year

. Twenty (20) Days

Classification/Transaction Type . Highly Technical/G2C
J g Person Office/ Duration of
ha. Client Step Agescy Autlan Responsible Location Activity
Identify the competencies' for assessment, who will Concerned HRMD
conduct the assessment and defined working | Staff, HRMD Manager
process/period. & HRAD Manager
Provide all Supervisors (Assessors)’ with Online
Competency Assessment Form (OCAF) through
Human Resources Information System (HRIS).
Assess based on the Concerned HRMD Staff
1 competencies of the employees | Consolidation of data/ analysis/interpretation.* HRMD/HRAD, 20 davs
exhibited during the year in the 4lF y

performance of their job.

Concerned HRMD
Prepare and Review the Result of the Assessment.’ Staff, HRMD Manager
& HRAD Manager

Concerned HRMD
Staff, IRM Chief,
HRMD Manager &
HRAD Manager

Prepare Annual Competency Assessment F{eport.‘3

END
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NOTES:

1. The basis on the determination of the required competencies is on the present position/designation of the employee vis-a-vis the required
competencies in the three (3) categories/grouping: Core, Leadership and Functional.

2. Updating of competencies is based on the request of the department/office concerned.

3. The competency assessment form includes the following components:

a. Name of the person being assessed d. List of competencies
b. Name of the assessor/rater e. Space for assessment
c. Date of the assessment f. Space for comments

4. The HRMD submits the competency gap report to NEA-EC Training Institute (NETI) to address the gaps of the concerned employee/s.

5. The result of the assessment determined the number of employees who met the required competencies.

6. The HRMD shall submit the Competency Assessment Report to Governance Commission for GOCCs (GCG).

LEGEND:

G2C - Government-to-Citizen

GCG - Governance Commission for GOCCs

HRAD - Human Resources and Administration Department
HRIS - Human Resources Information System

HRMD - Human Resources Management Division

NETI - NEA EC Training Institute

OCAF - Online Competency Assessment Form
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Department/Division
Service

Clients (Who May Avail)
Requirement

Schedule of Availability of Service
Fees

Validity

Total/Maximum Duration of Process*

Classification/Transaction Type

b. Approved OPCR/DPCR for officials

. Semestral

. None

. One (1) Year

. Thirty (30) Days after the set submission deadline

: Human Resources and Administration Department/Human Resources Management Division
. Personnel Performance Evaluation

. All NEA Plantilla Officials and Employees
. a. Approved {PCR for employees

Note: The deadline for submission of IPCR & OPCR/DPCR is 30 days after the posting of the notice.

. Complex Transaction/G2C

’ : Person Officel Duration of
No. Client Ste ek
P ARenay favm Responsible Location Activity
Submit approved IPCR and
1 OPCR/DPCR on or before Review the completeness of the documents.
the set deadline.’
Receive the "Receiving ; IRM Officer A
2 Copy" from IRM Officer A Receive approved IPCR and OPCR/DCPR.
Review the IPCR based on set targets with complete
documents and signature.
g, i ing.?
Review employees rating. IRM Officer A & HRMD/HRAD, s
b. Prepare Summary List of Individual Performance IRM Chief 4/F
Ratings (per Office/Department).
IRM Chief,

Review and confirm final rating of employees,3

HRMD Manager
& HRAD Manager

Prepare Summary Report and files the submitted
IPCR, DPCR/OPCR.*

IRM Officer A,
IRM Chief,
HRMD Manager
& HRAD Manager

END
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NOTES:

1. Personnel Performance Evaluation is done on a semestral basis. The respective supervisors are responsible in rating their employees under
their Department/Office.

Signatories to the IPCR and DPCR (per Manual of Approval) are as follows:

RECOMMENDING
APPROVAL

APPROVING

FTE- AUTHORITY

1. Individual Performance
Commitment and Review

a) Central Office-Based

®

Division Manager of
Deparnment/Office under
the Office of the
Administrator (OA)

Department Manager/
Head of Office
Concerned

Administrator

Division Manager of
other Sectors

Department Manager/
Head of Office
Concerned

Deputy Administrator
Concerned

Section Chief

Division Manager,
Concerned

Department Manager/
Head of Office
Concerned

Associate (Rank and
File)

Section Chief
Concerned

Division Manager,
Concerned

x

2. Departmental Performance
Commitment and Review

Department Manager of
Department/Office under
the Office of the
Administrator (OA)

Administrator

Department Manager of
other Sectors

Deputy Administrator
Concerned

Administrator
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2. Employees who obtained Unsatisfactory rating for one rating period or exhibited Poor performance shall be provided appropriate
developmental intervention by the Head of Office and Supervisor (Division/Unit Head), in coordination with the HRMD, to address competency-
related performance gaps.

3. For an official or employee, who is rated poor/unsatisfactory in performance for two consecutive rating period, he/she may be dropped from the
rolls after due process.

4. Summary List of Individual Performance Ratings (per Office/Department) shall be signed by the concerned Division Managers and Department
Manager/Head of Office.

LEGEND:

DPCR - Department Performance and Commitment Review
G2C - Government-to-Citizen

HRAD - Human Resources and Administration Department
HRMD - Human Resources Management Division

IPCR - Individual Performance and Commitment Review
IRM - Industrial Relations Management

OPCR - Office Performance and Commitment Review
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Department/Division

Service

Clients (Who May Avail)
Required Documents
Schedule of Availability of Service

Information Technology and System Development Division (ITSDD)

: Maintenance of Transparency Seal

. Concerned NEA Department/Office
: Memorandum/Electronic Mail (e-mail) Request
. Monday - Friday (8AM - 5PM)

. Information Technology and Communication Services Department (ITCSD)/

Fees . None
Total/Maximum Duration of Process . Six (6) hours
Classification/Transaction Type . Simple Transaction/G2C
; J . Office / | Duration
No. Client Step Agency Action Person Responsible Location | of Activity
Erepareg. the new and/or updated . NEA Corporate
information, content/document for Sends memorandum / E-mail request ,
1 - Governance Committee N/A
uploading/update and/or enhancement |addressed to ITCSD Manager.
(CGC)
of the Transparency Seal.
Receives and endorses the request to
ITSDD for appropriate actions. A5 baanngsy
Analyzes the request and identifies the 'TSDD. Mangger
actions to be taken Seclion Ghief
' Web Administrator/s
Proposes solutl_ons!actlons and identify el Bdrainlstratars
necessary requirements.
Informs concerned (originating) ITCSD Manager 6 hours
Department/Office for the actions to be ITSDD Manager ITCSD,
taken and requests additional Section Chief 2nd Floor

data/documents if necessary.

Web Administrator/s

Needed actions can be any or combination of the following:

a) Modify or redesign web pages

b) Writing and refining data for the edited content and proof reading

c) Create links or update broken lines

d) Upload/modify documents/image/video, etc.

e) Archive documents

f) Unpublished menu, web pages, modules, articles
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- ; : Office / | Duration
No. Client Step Agency Action Person Responsible Location | of Activity
Uploads/Updates information.
Publishes/Unpublishes information in the Vish. Aaminsielons
Transparency Seal.
ITCSD, 6 hours
ITCSD Manager 2nd Floor | (Continuation)
. ITSDD Manager
2 |Reviews published information. Tranaparency Seal Updetad. Reylsis snd Section Chief
manages published information. CGe
Web Administrator/s
END
LEGEND:

CGC - Corporate Governance Committee
G2C - Government-to-Citizen/Client

ITCSD - Information Technology and Communication Services Department
ITSDD - Information Technology and System Development Division
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Department/Division

Service

Clients (Who May Avail)
Required Documents
Schedule of Availability of Service

Fees

Total/Maximum Duration of Process

Information Technology and Communication Services Department (ITCSD)/

Information Technology and System Development Division (ITSDD)

Website Maintenance (Update of Content)

Concerned NEA Department/Office

Memorandum / Electronic Mail (e-mail) Request

Monday - Friday (8AM - 5PM)
None
Four (4) hours

Classification/Transaction Type Simple Transaction/G2C
- g : Office / Duration
No. Client Step Agency Action Person Responsible Location | of Activity
1 |The concerned (originating) Sends memorandum / E-mail request Concerned NEA/Q.C
Department/Office prepares the new addressed to ITCSD Manager. Department/Office o
and/or updated information, - Receives and endorses the request to
content/document for uploading/ update. ||TspD for appropriate actions. ITCSD Manager
Analyzes the request and identifies the lTSDD Ma”"‘?ger
actions to be taken Gration Clet
' Web Administrator/s
fssesls if dt;we Lnf;)rmaltion is intended 4 Fsiirs
or upload/update only. | ‘ N ITCSD. 2/F
If yes, uploads/updates information. Web Administrator/s
Publishes/Unpublishes information in
the website.
ITCSD Manager
. . Website content updated. Reviews and ITSDD Manager
£ Reviews publiahad Lpdated. content. manages published information. Section Chief
Web Administrator/s
END
LEGEND:

G2C - Government-to-Citizen/Client

ITCSD - Information Technology and Communication Services Department
ITSDD - Information Technology and System Development Division
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Department/Division Information Technology and Communication Services Department (ITCSD)/
Information Technology and System Development Division (ITSDD)

Service

Clients (Who May Avail)
Required Documents
Schedule of Availability of Service

Fees

Total/Maximum Duration of Process
Classification/Transaction Type

Website Maintenance (Enhancement/Redesign of Content)

Concerned NEA Department/Office

Memorandum / Electronic Mail (e-mail) Request

Monday - Friday (8AM - 5PM)
None

Five (5) days

Complex Transaction/G2C

No. Client Step Agency Action Person Responsible L?:t:f;?o!n o[:fgttil\?i:y
1 |The concerned (originating) Sends memorandum / E-mail request Concerned NEA/Q.C
Department/Office prepares the new addressed to ITCSD Manager. Department/Office o
and/or updated information, Receives and endorses the request to
content/document for ITSDD for appropriate actions. ITGE0 Marager
enhancement/redesign of content.
. - ITSDD Manager
Analyzes the request and identifies the . ;
actions to be taken SECof Chiet
' Web Administrator/s
Assess if the information is intended
for enhancement/ redesign of content. >
_ - Web Administrator/s
If yes, proposes solutions/actions and
identify necessary requirements.
Y Al 5 days
Informs concerned (originating) ITCSD Manager ITCSD. 2/F
Department/Office for the actions to be ITSDD Manager '
taken and requests additional Section Chief
data/documents if necessary. Web Administrator/s

Needed actions can be any or combination of the following:

a) Modify or redesign web pages

b) Writing and refining data for the edited content and proof reading

¢) Create links or update broken lines

d) Upload/modify documents/image/video, etc.

e) Archive documents

f) Unpublished menu, web pages, modules, articles

67




: ! ; Office / Duration
No. Client Step Agency Action Person Responsible Locatlon | of Activily
Uploads/Updates information.
Web Administrator/s
Publishes information in the website.
ITCSD, 5 days
2nd Floor (Continuation)
Website content enhanced/ ITCRD Mareger
: : . 3 . ITSDD Manager
2 Reviews published website content. redesigned. Reviews and manages : :
ublished information S
P ' Web Administrator/s
END
LEGEND:

G2C - Government-to-Citizen/Client

ITCSD - Information Technology and Communication Services Department
ITSDD - Information Technology and System Development Division
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Department/Division

Service

Clients (Who May Avail)

Required Documents

Schedule of Availability of Service
Fees

Total/Maximum Duration of Process
Classification/Transaction Type

Information Technology and Communication Services Department (ITCSD)/

Information Technology and System Development Division (ITSDD)

Website Maintenance (Website Redesign)

Concerned NEA Department/Office

Memorandum / Electronic Mail (e-mail) Request

Monday - Friday (8AM - 5PM)
None

Fifteen (15) days

Highly Technical/G2C

: . ; Office / Duration
No. Client Step Agency Action Person Responsible Location | of Ackivity
1 |The concerned (originating) Sends memorandum / E-mail request Concerned NEA/Q.C
Department/Office prepares the new addressed to ITCSD Manager. Department/Office o
and/or updated lnformattont . Receives and endorses the request to
content/document for website redesign. || TSpD for appropriate actions. ITCSD Manager
Analyzes the request and identifies the iTSD[.) Mangger
actions to be taken REsTDIT Gt
’ Web Administrator/s
Assess if the information is intended
for website redesign.
If yes, discusses the request with Web Administrator/s 15 days
ITCSD Manager, ITSDD Manager and ITCSD, 2/F

Section Head.

Assess if the request has no conflict
with other portal/reports from the other
Department/ Office.

Assess the feasibility and availability of resources and after redesign, website
must be still compliance to Administrative Order No. 39 of DICT and has no

conflict to other web pages.

ITCSD Manager
ITSDD Manager
Section Chief
Web Administrator/s
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No. Client Step Agency Action Person Responsible L?)::f:;?oln o[:l:zttil\?i:y
If conflict exist, discuss and asks
approval with other concerned
Department/Office, then next step.
If no conflict, notifies
Department/Office for the proposed Web Administrator/s
design, process or procedures for the
new web content/portal.
Designs and develops web pages/web
it TCSD,2F | o e
Tests and reviews the web pages/web TGS MBnager
ortal ITSDD Manager
pona- Section Chief
Publishes/Deploys web pages/ Web Adiministrataris
web portal.
ITCSD Manager
5 Reviews websii edssian. Website redesgned. Reviews and ITSDQ Mangger
manages website. Section Chief
Web Administrator/s
END
LEGEND:

G2C - Government-to-Citizen/Client

ITCSD - Information Technology and Communication Services Department
ITSDD - Information Technology and System Development Division
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Department/Division

Service

Clients (Who May Avail)

Required Documents

Schedule of Availability of Service
Fees

Total/Maximum Duration of Process
Classification/Transaction Type

Information Technology and Communication Services Department (ITCSD)/

Information Technology and System Development Division (ITSDD)

Information Communication Technology (ICT) Hardware and Software Maintenance

Concerned NEA Department/Office
Request for Repair Form

Monday - Friday (8AM - 5PM)
None

Five (5) hours

Simple Transaction/G2C

No. Client Step

Agency Action

Person Responsible

Office /
Location

Duration
of Activity

1 Informs the ICT Help Desk (Local 124)

Receives call from End User for
needed assistance/repair of ICT unit.

Secretary A

Upon arrival at the End User premises,
determines maintenance service
required.

If the ICT repair can be covered under
Preventive Maintenance Service
(PMS), performs needed/ required
activities as planned (included in the
Maintenance Plan)

Note: For preventive maintenance works, refer
to Computer and Accessories Maintenance
Plan.

After the PMS, endorses the ICT unit
to the End User.

Note: End user to countersign or initial the
specific Preventive Maintenance job done in
the Computer and Accessories Maintenance
Pilan.

ICT Technician/
ITSDD Staff

ITCSD, 2/F

5 hours
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No.

Client Step

Agency Action

Person Responsible

Office /
Location

Duration
of Activity

If not covered by PMS, conducts
trouble shooting, determine if ICT unit
is repairable.

If the ICT unit is beyond repair,
recommends to End User that the ICT
unit is already in "unserviceable"
status.

If the ICT unit can be restored,
conducts/facilitates needed repairs
and/or replacement of parts.

After the needed repair, endorses the
ICT unit to the End User.

ICT Technician/
ITSDD Staff

ITCSD, 2/F

Tests run/verifies the running condition
of ICT unit, determines it the repair is
acceptable/in order.

If not in order, discuss the issue/s with
ICT Technician/ITSDD Staff for
additional repair or adjustments.

Signs in the Request for Repair Form
(RRF).

If in order, accepts the endorsement of
ICT unit from ICT Technician/ITSDD
Staff.

Concerned Employee
(End User)

NEA, Q.C.

5 hours
{Continuation)

END

LEGEND:

G2C - Government-to-Citizen/Client

ICT - Information Communication Technology
ITCSD - Information Technology and Communication Services Department
ITSDD - Information Technology and System Development Division

PMS - Preventive Maintenance Service
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Department/Division

Service

Clients (Who May Avail)

Required Documents

Schedule of Availability of Service
Fees

Total/Maximum Duration of Process

Legal Services Office (LSO)
Preparation of Legal Opinion
NEA Departments/Offices
Letter-Request

Monday - Friday (8AM - 5PM)
None

Twelve (12) days

Classification/Transaction Type Highly Technical/G2C
. . Person Officel Duration
et Gltentaey Rigaocy ~olian Responsible Location of Activity
1 |Sends request for legal opinion
Receives request for legal opinion.
Legal Services Staff
Requests forwarded to DALS. 3 days
Endorses to assigned lawyer. DALS 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:

DALS - Deputy Administrator for Legal Services

ECs - Electric Cooperatives
G2C - Government-to-Citizen

ODALS - Office of the Deputy Administrator for Legal Services
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Department/Division

Service

Clients (Who May Avail)

Required Documents

Schedule of Availability of Service
Fees

Total/Maximum Duration of Process

: NEA-EC Training Institute (NETI)
. Specialized Training Services for Local Participants

. NEA Officials and Employees
. Letter Request

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

- Twelve (12) days

Classification/Transaction Type . Highly Technical/G2C
. . I Office/ |Duration of
No. Client Step Agency Action Person Responsible Location | Activity
Requests for specialized training Receives documents/letters
. from Local Institutions. (thru RMU or e-mail). SeereiRpyStal
Reviews/Analyzes training request. Department Manager
Ackpowledges receipt fa\nd coordinates with CodrdisatsHmiiasion
Institutions for scheduling and other
, Manager
requirements.
Disseminates invitation to Department NETI, 3/F | 7 days
and/or Deputy Administrator concerned
(if needed).
Evaluates the nominee/s, if needed. PDC
Prepares, revises and finalizes CSW. eardinatorLivision
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

Gives the participants copies of documents

needed for the seminar/training.

Department Manager
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. ! : Office/ |Duration of
No. Client Step Agency Action Person Responsible Location | Activity
s nf : Depending on
2 |Attends Training/Field Visit. Monitors attendance of the participant/s. . Assigned | wumber of
Team & Staff venue dayls
END
LEGEND:

CSW - Complete StaffWork

DAECMS - Deputy Administrator for Electric Cooperative Management Services

G2C - Government-to-Citizen

NETI - NEA-EC Training Institute

OA - Office of the Administrator

PDC - Personnel Development Committee
RMU - Records Management Unit
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Department/Division
Service

Clients (Who May Avail)
Required Documents

Schedule of Availability of Service

Fees

Total/Maximum Duration of Process

: NEA-EC Training Institute (NETI)
. Specialized Training Services for Foreign Participants

: NEA Officials and Employees
. Letter Request

. Monday - Friday (8AM - 5PM)
. Variable (Program Basis)

. Sixteen (16) days

Classification/Transaction Type . Highly Technical/G2C
. : . Offi i
No. Client Step Agency Action Person Responsible Loc:t:i:'n o[f)t::ttil\?irtly
Requests for specialized training from| Receives documents/letters
1 IForeign Institutions. (thru RMU or e-mail). Segretary S
Reviews/analyzes training request. Department Manager
Acknowledges receipt and coordinates with
Institutions for scheduling and other
re.quwer?'ients S— Coordinator/Division
Disseminates invitation through NEA Manager NETI 3/F
Outlook and/or to Department Managers ' 12 days
and/or Deputy Administrators concerned
(if needed).
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
authlorlty,‘ letter to DOE and Bureau of Coordinator
Immigration and other necessary
documents) NET'. 3/F 4 days

Reviews/signs/endorses administrative
documents to OA

Department Manager
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; ! . Officel/ Duration
No. Client Step Agency Action Person Responsible Locatlon | of Ackivity
_ Depending
2 |Attends Training/Field Visit Monitors attendance of the participant/s Coordinator AiZ‘gS:d il
day/s
END
LEGEND:

CSW - Complete StaffWork

DAECMS - Deputy Administrator for Electric Cooperative Management Services

G2C - Government-to-Citizen

NETI - NEA-EC Training Institute

OA - Office of the Administrator

PDC - Personnel Development Committee
RMU - Records Management Unit
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Department/Division

Service

Clients (Who May Avail)
Required Documents
Schedule of Availability of Service

Fees

Total/Maximum Duration of Process
Classification/Transaction Type

. Office of the Corporate Secretary (OCS)
: Conduct of Committee and Board Meeting

NEA Board of Administrators, Deputy Administrators, Concerned Departments and Offices
1) Notice of Board Meeting 2) Agenda 3) Attendance Sheet 4) Board Materials/Folders

. Monday - Friday (8AM - 5PM)
: None
. Twenty Five (25) days

Highly Technical/Government-to-Citizen (G2C)

. Office / Duration of
. Client St i i ! o
No ient Step Agency Action Person Responsible ki Activity
1 Submits schedule availability Asks the Board Members availability for the month:
a) Calls up offices of the Board
members to ask for their
s W a7 Corporate Board‘Secretary! oCS . e e
b) Sends an email for those Records Officer B/ 7th Floor aye

offices of the Board members
who did not reply thru phone

Note: The Corporate Board Secretary plots the
schedule for the incoming year based on the given
availability of the board members. Submits the
schedule to the BOA for approval.

Upon the confirmation of final date of meetings,
prepares Notices of Meeting. Sends Notices of
Meeting to the Board members thru email.

Prepares and disseminate Notice of Meeting and
Memo to all concerned Department/Office,
requesting for agenda they want to present to the
Committees and Board.

Upon receipt of agenda materials from concerned
Department/Office, prepares a draft agenda
proposal for submission and approval of Committee
Chair.

Minutes/Agenda Officer B
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) . . Office / Duration of
No. Client Step Agency Action Person Responsible Pt Activity
Disseminates copies of Approved Proposed Agenda
to the Board Members and presenters.
Receives presenter's materials. Sorts, photocopies
and send out the materials to the Board members. Corporate Board Secretary/ —_
Records Officer B/ 7th Flo;or
‘ - Minutes/Agenda Officer B 25 days
Note: Upon request of the Administrator, schedules (Continuation)
the Pre-Board Meeting. Responsible employees
prepare venue, materials, and Inform the presenters
of the schedule of the Pre-Board Meeting.
_ At the day of meeting, checks the attendance of the Board Room,
2 |Attends Board Meeting Board member. Board Meeting proper. Corporate Board Secretary 7ih Eloot

END

LEGEND:

BOA - Board of Administrators
G2C - Government-to-Citizen

OCS - Office of the Corporate Secretary
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Department/Division

Service

Clients

Required Documents

Schedule of Availability of Service
Fees

Total/Maximum Duration of Process
Classification/Transaction Type

. Office of the Corporate Secretary (OCS)
. Drafting and Approval of Minutes of Meeting
: NEA Board of Administrators
. Minutes of Meeting (Committee and Regular Meetings)
: Monday - Friday (8AM - 5PM)
: None

. Twenty (20) days from the last day of Board Meeting
. Highly Technical/Government-to-Citizen (G2C)

s 2 y Office / | Duration of
No. Client Step Agency Action Person Responsible Lacation Activity
Creates a notes template specifically for the
upcoming meeting by using items from the Administration Services Assistant C 0OCs,
next meeting agenda and also considering the Minutes/Agenda Officer B 7th Floor
attendees.
Attends the meeting and jot down/ —
] fills in the meeting notes template. o)
1 [Attends Board Meeting Records the facts during the TEOISIm‘
meeting via audio and video recording. et
When the meeting ends, reviews the notes Administration Services Assistant C
template and make adjustments when Minutes/Agenda Officer B
necessary. This may include adding extra Manpower Personnel 20 days
information or clarifying some of the issues from the last
raised. Also, check to see that all instructions day of I':_’,oard
and motions are clearly recorded. Meeting
Transcribes the meeting using the audio and - . . . & ¢ 5
Cc
Vides recarding aril ot down notss/ Administration Services Assistant iy Flsor

notes template.

Manpower Personnel

After the transcription, drafts the Minutes of
the Meeting including Board Resolution/s.

Signs the "Prepared by" and endorses the
Minutes of the Meeting to the Board Corporate
Secretary.

Records Officer B/
Minutes/Agenda Officer B
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- d ; Office / | Duration of
No. Client Step Agency Action Person Responsible | saaticn Activity
Reviews the Minutes of the Meeting
If there is a need for revision/correction, the
Corporate Board Secretary revises/corrects 20 d
Minutes of the Meeting. g thzylsast
If no revision/correction needed, signs the day of Board
"Certified thru alnd Corrected by" _and Meeting
endorses the Minutes of the Meeting to the Corporate Board Secretary oGS, (Continuation)
Board members. 7th Floor
Disseminates the copies of Minutes of the
Meeting to Board Members for comments.
Note: Minutes of the Meeting is subject for -
approval on the next scheduled meeting. The The time Is
Board of Administrators is given five days to dependent on
provide his/her comments. thef ?;a'ﬁg'kty
of the
. : Board
Signs the "Attested by" portion o Board of
2 in the Minutes of the Mesting Board of Administrators 7?-.012{2& Administrators
END
LEGEND:

BOA - Board of Administrators
G2C - Government-to-Citizen
OCS - Office of the Corporate Secretary
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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
hrmd@nea.gov.ph



