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I. VISION:
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Frometing goed governance, competence and transparency to achieve fully electrified Philippines in 2028.

Il. MANDATED MISSION:

1
2

Te promote the sustainable development in the rural areas through rural electrification

To empower and sirengthen the NEA to pursue the electrification program and bring electricity, through the

Electric Cooperatives as its implementing arm. o the countryside even in missionary or economically unviable
areas

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

Ill. SERVICE PLEDGE:
We commit to

Advocale for the adoption of effective government practices for afficient govemment service delivery and
prevention of graft and corruption:

Capacitate government agencies to resngineer its systems and proceduwes to reduce processing lime and
regulatory burden for the transacting public;

Fromote the implementation of simpified requirements and procedures thatl will reduce red tape and expediie
business and non-busmness related ransactions in the government:

Provide assistance to the public in filing and investigating complaints against government agencies andior
officials for non-compliance to R A, 11032;

Attend to all applicants or requesting parties whao are within the premises of the office prior to the end of afficial
working hours and during lunch break.
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LIST OF SERVICES L
I.A. Sector : DOffice of the Administrator (OA)
Department/Office Corporate Communication and Social Marketing Office (CCEMO)
Division/Unit Corporate Communication and Social Marketing Office (CCSMO)
External Services
SERVICE NAME PAGE
IEI'\.I"EE 1 |Request for Anniversary/Event Massages = 23
I.LB. Seactor : Dffice of the Administrator (OA)
Department/Office Corporate Planning Office (CPO)
Division/U nit Rural Electrification Project Planning and Development Division (REPPDD)
External Services
SERVICE NAME PAGE
Service 1 |Endorsement of Request for Electrification-Complex Transaction 5-0
Servica 2  |Endorsement of Reguest for Elec!r'rfin;ahc:n-l—ﬂgmr Technical 7-8
I.C. Sector Office of the Administrator (OA)
Department/Office ¢ Information Technology & Communication Services Department (ITCSD)
Division/Unit Database Management & Program Control Division (DMPCD)
External Services
SERVICE NAME PAGE
Service 1 [Infarmation Services

10-11
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I.D. Sector : Office of the Administrator (OA)
Department/Office v Information Technology & Communication Services Department {ITCSD)
Division/Unit ! Information Technology & Systems Development Division (ITSDD)
Internal Services
SERVICE NAME PAGE
Service | |Information Communication Technology (ICT) Hardware and Software Mamtenance 13-14
Service 2 |Weabsite Management (Update of Content) 1316
Service 3 |Technical Evaluation of ECs Loan Requast 17-18
I.LE. Sector : Office of the Administrator (OA)
Department/Office ¢ NEA-EC Training Institute (NETI)
Division Uit : MEA-EC Training Institute (NETI)
External Services e
SERVICE MNAME PhEE_|
Service 1 |F‘mcess-'fng of Training Reguest 20-21
Service 7 EPmceamng of Training Certifications and Official Receipts 22-33
Internal Services
SERVICE NAME PAGE
Service 1 ']'F'rm::aasmg of Scholarghip Programs 25-26
Service 2 |lssuance of Employee's Training Records 27
Service '.-'I_-Fi!-s.suan:a of Certificate of No Pending Momination - 28
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I.LF. Sector : Office of the Administrator (OA)
Department/Dffice : Dffice for Performance Assessment and Special Studies (OPASS)
Division/Unit : Office for Performance Assessment and Special Studies (OPASS)
External Services
SERVICE NAME PAGE
Service | |Preparation of EC Performance Assessment Data 30
Service 2 |Preparation of EC Certificale of Good Standing 31-32
Internal Services
SERVICE NAME PAGE
Service 1 |Preparation of EC Performance Assessment Data 34
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ILA. Seclor Corporate Resources and Financial Services (CRFS)
Departiment’'Office ¢ Accounts Management and Guarantee Department (AMGD)
Division/Unit i Accounts Management Division (AMD)/Accounts Servicing Division (ASD)
External Services
SERVICE NAME PAGE
Service 1 |Approval of the Administrator of the EC's Request for Loan with NEA 3E-40
Sefvice 2 |Approval of the Board of Administrators of the EC's Raquest for Loan with NEA 41-43
Service 3 |Granl of Clearance by the Administrator of the EC's Request [or Loan from Other SourcesiOutside NEA far
the Financing of Rehabillation/Upgrading of Rural Electrification (RE) Projects (Loan Policy Mo 14-B} <Nol A44-45
More than P100 Million=
Service 4 | Grant of Clearance by the Board of Adminisirators of the EC s Request for Loan from Other 4
SeurcesiOutside NEA (Loan Policy 14-C and Mot Within the Context of Loan Palicy 14-8) s
Service §  |Release of EC's Loan for CAPEX Projects 50-52
Sefvice B |Release of EC's Loan for Non-CAPEX Projects h 53-54
Service 7 |Approval of the Administrator of the EC's Request for Loan Restructuring (Repayment Penod of 5 Years
RR-RY
__ and Below)
Service 8 |Approval of the Board of Administrators of the EC's Request for Loan Restruciunng (Repayment Period of &880
More than 5 Years)
Service 8 |Approval of the Administrator of the EC's Request for Loan Moratorium/Deferment of Amorization Paymeni
due to typhoons, Natural Calamities and other Extra Ordinary Cireumstances 6162
Semnvice 10 |Approval of the Administrator of the EC's Request for Loan Validity Extension 63-54
Service 11 |Documentation of EC Approved Loan 65-67
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Il.B. Sector Corporate Resources and Financial Services (CRFS)
Department/Office : Finance Services Department (FSD)
Division/Unit Financial Planning and Control Division (FPCD)

Ih.c.

Financial Services & Accounting Division (FSAD)
+ Treasury Division (TD)

External and Internal Service

SERVICE NAME PAGE
Service 1 F'mr:aea's'ing of Budget Utilization Raguest (BURY Disbursement Vouchers (DV) and Releasing of Chequeas a8-102
for Loans to ECs
Sector Corporate Resources and Financial Services (CRFS)
Department/Office Finance Services Department (FSD)
Division/n it Treasury Division (TD)
External Services
B SERVICE NAME PAGE
Service 1 |Issuance of Certification for Status of Loan Amortization Payment of the Electric Cooperatives (ECs) 104-105
Service 2 |Release of Electric Cooperatives’ (ECs) Loan Data 106-107
Soctor ¢ Corporate Resources and Financial Services (CRFS)
Department/Office Human Resources and Administration Department (HRAD)
Division/Un it : General Services Division (GSD)
Internal Services
SERVICE NAME PAGE
Service 1  |Requisition and Issuance of Office Supplies 109
Service 2 |Request for NEA Service Vehicle 110-111
Service 3 |Bulding Faclites' Repair and Maintenance 112-113
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.C. Sector

Department/Office
Division/Unit

: Corporate Resources and Financial Services (CRFS}
: Human Resources and Administration Dapartment (HRAD)
: Human Resources Management Division (HRMD)

External Services

SERVICE NAME

PAGE
{Service 1 |Handling of Whistleblowing ReportsiComglaints 115-116
(service 2 |Processing of Request for Service Record (SR) M7-118
Internal Services
SERVICE NAME PAGE
Service 1 | Issuance of Cenificale of Employment (COE) 119-120
Sarvice 2 |Processing of Request for Personal Foresgn Trave! ;ﬂu.uth::trity i TA) 121-123 |
NLA. Sector : Electric Cooperative Management Services (ECMS)
Department/Office : Institutional Development Department {IDD)
Division/Linit : Censumer Development & Protection Division {(CDPD)
External Services
SERVICE NAME PAGE
Service 1 | Request for Amendment of By-laws 125-126
LA, Sector . Electric Cooperative Management Services (ECMS)
Department/Office Institutional Development Department (IDD)
Division/Unit Organization & Management Development Division (OMDD)
External Services
SERVICE NAME PAGE
Service 1 Year-End Performance Incentives of Officers and Employees 128-129
Service2 | Request for Employees Salary Increase 130-131
Service 3 Request for General Manager's Salary Increase 132-133
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IV.A. Sector Technical Services (TechServ)
Department/Office Disaster Risk Reduction and Management Department (DRRMD)
Division/Unit Disaster Risk Reduction and Management Department (DRRMD)
External Services
SERVICE NAME - PAGE
. Technical Evaluation of Calamity Grant Request of ECs Affectad by Calamity/Disaster
Senice 1 | o056 or 100% Release) e
Saryice 2 Supplamental Technical Evaluation of 10% Retention of Calamity Grant Released to ECs 138-135
Sarvice 3 Technical Evaluation of Calamily Loan Reguest of ECs Affected by Calamity/Disaster 140-142
Service 4 Evaluation and Approval of ECs' Submitted VRA, MP, ERP, and RCP (Resiliency Plans) 143-144
IV.B. Sector Technical Services (TechServ)
Department/Office Engineering Department (ED)
Division/Unit Engineering Department (ED)
Internal Services
SERVICE NAME PAGE
Technical Evaluation of Loan and Subsidized EC Network CAPEX Projects
Service 1 {for AMGD's Board Endorsemant) BACES
Service 2 Technical Evaluation of Loan and Subsidized EC Network CAPEX Projects

148-148




IV.C. Sector

IV.C. Sector
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: Technical Services (TechServ)
Department/Office ¢ Total Electrification and Renawahble Enargy Development Department (TEREDD)
Division/Unit Renewabie Energy Development Division (REDD)
External Services
SERVICE NAME PAGE
Service 1 EvaluationiApproval of EC's Budget Request (BR) for subsidy funded RE projects 151-152
Internal Services
SERVICE NAME PAGE
Service 1 I Tachnical Evaluation/Approval of EC's Loans for the Development of Renewable Energy projects 153-1565
: Technical Services (TechServ)
Department/Office : Total Electrification and Renewable Energy Development Department (TEREDD)
Division/Unit : Total Electrification Division (TED)
External Services
SERVICE NAME PAGE
Service 1 | Evaluation/Approval of EC's Budget Request (BR) for subsidy funded R E_ projects 157-159
Internal Services
SERVICE NAME PAGE
Service 1 I Technical Evaluation of Rural Electrification (RE) Loan - Capital Expenditure Projects 160-161




tiEalio,

i T
_———
iF A =0
—
V.A. Sector  Legal Services Sector (L5S)
Dapartment/Office : Electric Cooperative Audit Department (ECAD)
Division/Unit : Electric Cooperative Audit Department (ECAD)
Internal Services
SERVICE NAME PAGE
Service 1 | lssuance of Centification 183
V.B. Sector : Legal Services Sector (LSS)
Department/Office : Legal Services Office (LSO)
Division/Unit i Legal Services Office (LSO)
Exiamna) Borvices
SERVICE NAME FAGE
Service 1 | Legal OpinioniContract Review 165-166
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V.C. Secior : Legal Services Sector (LSS)
Dapartmant/Office : Dffice of the Corporate Secretary (OCS)
Division/Unit 1 Office of the Corporate Secretary (OCS)
External Services
SERVICE NAME PAGE
Service 1 |Issuance of Certification of Board Resaluton 168
Service 2 |lssuance of Certified True Copy of Board Resalution 1549
Service 3 |lssuance of Certified True Copy of Franchise Certificate 170
Service 4 |lssuance of Certified True Copy of Administrative Case Dacision 171
Service 5 |lssuance of Secretary's Certificate 172
Service 6  |Issuance of Certified True Copy of Cerificate of Good Standing 173
Service 7 |lssuance of Certified True Copy of Carificate of Compliance 174
Sarice B Issuance of Certified True Copy of Other Documents (NEC Decision, Published Policy/Guideiines and other 175
0OCS related documents)
Internal Services
SERVICE NAME PAGE
Service 1 (Issuance of Certification of Board Resciution 171
Service 2 |Issuance of Cerlified True Copy / Photocopy of Board Resolution 178
Service 3 |lssuance of Certified True Copy / Photocopy of Adminisirative Case Decision 179
Service 4 |issuance of Secretary's Certificate 180
Senice 5 Isa.i:lan:::e of C_.ertif'sa;l Trie Copy [ Ff:alt:;#m' of Othar Documents (NEC Decision, Published 181
Policy/Guidelines, Excerpt, BAC Resoclution, and other DCS related documents)
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ILA. Sector Office of the Administrator (DA)
Department/Office Corporate Communication and Social Marketing Office {CCEMO)
Division/Unit Corporate Communication and Social Marketing Office (CCSMQO)
External Services
SERVICE NAME PAGE
2-3

Senvice 1

Feguest for AnniversaryEvent Messages




Service 1: Regquest for Anniversary/Event Messages

T'o reflect on a cultural identity and to inspire stakeholders for a productive yearl's.

Department/Division: Corporate Communication and Social Marketing Office (CCSMO)
Classification: Highly Technical
Type of Transaction: Government-to-Business (G2B) & Government-to-Government (G23G)
Clients (Who May Avail): Electric Cooperatives and Other Government and Non-Government Agencies
Checklist of Requirements Where to Secure
1 |Letter-Request, Fact Sheets (1 ongnal copy or soft copy) Reguaster
B Fees To Be | Processing Person
No. Client §
o taps Agency Action Location Paid Time R ible
1 | Sends lefterqequest | 11 |Receives request for EC anniversary/avent MNEA 3F MNone 1 day Secratary A
o MEA massage from Racords Uimit. CCSMO
1.2 |Prepares EC anniversary/event message, NEA 3F MNone 4 days Sr. PRO/PRO
CCSMO
1.3 |Reviews EC anniversary/evenl message, MNEA 3F Mone 3 days Department
CCSMO Managar




END

Neo. Client Steps Agency Action Location Fmp:;: " Fm?h:hm n-:::i‘hh
2 |Recaines transmittal| 2.1 |Upon the approval of the Administrator, NEA 3/F None 2 days Secretary A
letter and approved prepares transmidtal letter and sends the POF CCSMO
anniversary/svent copy of the approved anniversaryievent
message message to the concermed EC through e-mail
Files the printed copy of the message.
transmittal letter, and letter request from EC.
TOTAL None 10 days

LEGEND:

CCSMO - Corporate Communications and Social Marketing Office
EC - Electric Cooperative
G2B - Government-to-Business
G2G - Government-to-Governmeant
PDF - Portable Document Format
PRO - Public Relations Officer
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LLB. Sector : Office of the Administrater (OA)
Department/Office : Corporate Planning Office (CPO)
Division/Unit : Rural Electrification Project Planning and Development Division {REPPDD)
External Services
SERVICE NAME PAGE
Service 1 |Endorsement of Request for Electrification-Complex Transaction 5-6
Service 2 [Endorsement of Request for Electrification-Highly Technical -8




Service 1: Endorsement of Reguest for Electrification-Complex Transaction
To promote the sustainable devalopmeant in the rural areas through rural electnfication.
' . Corporate Planning Office {CPO)
Department/Division: Rural Elactrification Project Planning and Development Division (REPPDO)
Classification: Complex Transactions
Type of Transaction: G2B, G2C & G2G

Clients (Who May Avail):

Extemnal Stakeholoers. All

Checklist of Requirements Where to Secure
1 [Letter/'Endorsement from Stakeholder (1 onginal copy) Applicant
Fees ToBe | Processing | Person
MNo. Client Steps Agency Action Location Paid Time Responsible
1 Submits documents | 1.1 |Receives documenta/regueasts and endorsss MNEA TIF Mara 2 hours Dapartmant
such as letiers to Division Manager CPO Manager CPO
endorsements 12 |Determines the reqguired NEA assistance NEA TIF Maone 2 hours Division
concerning requests based on the letter request and endorses it to CPO Manager,
for barangays/sibos the assigned staff for evaluation, REFPOD |
Rt 13 |Evaluates, prepares reply lo the concemned MNEA T/F None |  Jdays PRADOISRAAS
party and confirms with TEREDD # the CPO SPPADO!
request has an approved funding SEA, REPPDD
14 |Reviews and submits reply to the Division MNEA 7IF Mone 1 day Prncipal
Manager CPO Engineer B,
REPFDD
15 |Reviews and submits reply to the CPO MEA 7/F Maone 1 day Division
Department Manager CPO Manager,
REFFPDD
16 |Approves Reply Letler NEA T/F MNone 1 day Department
(Note: The approving authority shall be n CPO Manager, CPO
accordance with the approved Manual of
Appravals (MANAP)




: Fees To Be | Processing Person
Mo. Client Steps Agency Action Location Paid Time Responaibié
i Receives Reply 2.1 |Mails reply thru RMU GiF None 12 day Secretary, CPO
Letter RMU
TOTAL None 7 days

END

LEGEND:

G228 - Government-to-Business
G2C - Covernment-to-Citizen
G26 - Government-lo-Governmant

PPADLD - Project Planning and Development Officer

SEA - Semor Economist A

REPPDD - Rural Electrification Project Planning and Developmenl Division

RMU - Records Management Linit
SRAA - Sanior Researcher Analyst A

SPPADO - Senior Project Planming and Davelepment Officer

TEREDD - Total Electrification and Renewable Enargy Development Department

MANUAL OF APPROVALS

SUBJECT
TOPIC

PLANNING

e o L L L L P B R L

ELECTRIC CODOPERATIVE (EC) PROJECT PLANNING

Responsible Office

Corporate Planning Office [CPOY
Rural Electrification Project Planning and Development Division (REFPDD)

ITEM

RECOMMENDING
APPROVAL

APPROVING
AUTHORITY

Latter Requeasta/Queries
Complex Transactions

1) Department Managers! Directors of

Division Manager, REFPDD

Depariment Manager,

REPPDD

Govemment Agencies CPO

2] Below Vice Governor Cwvision Manager, REFPDD Deparimeant Managaer,
{&.g. Mayor, Brgy. Caplain, sic) CPO

3} Managers of Electnc Cooperatives Devision Manager, Departmeant Managar,

CPO




Service 2: Endorsement of Request for Electrification-Highly Technical

Te promote the sustamnable development in the rural areas through rural electrification

. Coarporate Planning Office (CPO)/
Department/Division: .
i | Rural Electrification Project Flanning and Development Division (REPPDD)
Classification: Highly Technical Transactions
Type of Transaction: GIB, GZC & G2G
Clients {Who May Avail); External Stakeholders, All
Checklist of Requirements Where to Secure
1 |LetterEndorsemen| from Stakeholder (1 original copy) Applicant
Fees To Be | Processing Person
No. Client Steps Ac Locatio ]
SR Ao . Paid Time | Responsible
1| Submits documents | 1.1 Receives documentsirequesis and endorses NEA 7/F None 2 hours Departrmant
such as |aftars, to Division Manager CPO Manager CFO
endorsemants 1.2 [Delermines the regured NEA assistance NEA 7/F None 2 hours Division
concerning réquests based on the letter request and endorsas il ta CPD Manager,
for barangays'sitios the assigned staff for evaluation REPPDD
EnepiEaian 13 |Evaluates, prepares reply to the concerned NEA 7/F Naone 3 days PRADO/SRAA/
party and confirms with TEREDD if the CPO sSPPADOY
requesl has an approved funding SEA, REPPDD
14 |Reviews and submits reply to the Division NEA 7iF MNone 1 day Principal
Manager CPO Engineer,
REPPDD
1.5 |Reviews and submits reply to the CPO MNEA 7/F Nane 1 day Division
Department Manager CPO Manager,
- REPFDD
1.6 |Recommends/Endorses reply to  the MNEA T/F Mone 1 day Department
Administrator CrPO Manager CFO
1.7 |Approves Reply Latter, NEA 7iF MNone | 13 days MNEA
(Mote: The approving authorty shall be in oA Administrator
accordance with the approved Manual of
Approvais (MANAFR).




Fees To Be | Processin Person
MNo. [ Client Steps Agency Action LOcston Paid Time ;! Responsible
2 Receives Raply 2.1 |Mails reply thru Records Management Unit MNEA TIF MNone 112 day Secretary, CPO
Letter. {RML} CFO
B TOTAL None 20 days
END
LEGEND:

G2B - Gavernmant-to-Businass
G20 - Government-to-Citizen

G2G - Government-io-Government

OA - Office of the Administrator

PPADD - Project Planning and Devalopment Officer

REPPDD - Rural Electrficaton Project Planning and Devalopment Divizaon
SEA - Senior Economist A

== MANUAL OF APPROVALS
SUBJECT PLAMNNING
TORIC ELECTRIC COOPERATIVE (EC) PROJECT PLAMNMNING

Responaible Office

Corporate Planning Cffice (CPOY

Rural Electrification Project Planning and Development Division (REPPDD)

APPROVING
ITEM RECOMMENDING APPROVAL AUTHORITY
Latter Requests/Quenes
Highly Technical
1) Legislators Department Manager, CPO Administrator
2} Heads/Undersecretaries/ Assistant Department Manager, CPO Adminstrator
wecretanes of Governmeant
Agencies
3) Governors and Vice Govemors Departmant Manager, CPO Administrator
4} EC Board of Directors Department Manager, CPO Administrator

SPPADOD - Senior Project Planning and Development Officer
SRAA - Senior Researchar Anahys! A
TEREDD - Total Electrification and Renswable Enargy Development Departmeant
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.C. Sector Office of the Administrator (OA)
Department/Office Information Technology & Communication Services Department (ITCSD)
Division/Unit : Database Mzaznagement & Program Control Division (DMPCD)
External Services
SERVICE NAME PAGE |
| 1011

Semvice 1

Information Services




Service 1:  Information Services
To help improve the efficiency and effectiveness of decision making through enhanced information services,

: Infarmaticn Technology and Communication Services Department {(ITCSD)
ki s Database Management and Program Contral Division (DMPED)
Classification; _| Simpie Transaction
Type of Transaction: G2B. G2C & G2G
Clients (Who May Avail): Government & Non-Government Agencies and Individuals
Checklist of Requirements Where to Secure
1 |Letter Requesl (1 original copy) Requester
Fees To Be | Processing Parson
i Gllant Steps ARATRY Actipn Location Paid Time Responsible
1 |Sends writien request| 1.1 |Receives the written request then forwards MEA GIF Mone 2 hours Agsociate Data
addressed to ITCSD the same to ITCSD Manager. RMU Controtler,
Manager or email RMU Chief
request io 12 |Endorses the written request to DMPCD | MNEA 2F Mone 2 hours ITCSD Manager,
neadmpodi@yahoo com Manager. ITCSD Secretary
1.3 |Verifies the wrtten or emailed requeat and MEA 2-8/F Mone 4 hours DMPCD Manager
endorses 10 concerned unilfsection for the Crata Managemsant |
preparation of requirements. In cass of Chief A,
complex rmegquest, endorses the =same 1o Cata Managemeant
concamed  office/department for  direct Chief B
coordinaton with the requesting client RMU Chief.
Concermed
Department
1.4 |Prepares and endorses the accomplshed MNEA 2/F Mone 12 hours Data Management
requirements 1o DMPCD Managsr to DMPCD Chief A,
recommend approval for written request or Data Managemeant
approval for emalled reguest Chiel B,
RMU Chief,
MIS Design
=pacialist A,
MIS Design
Spacialist B
Sr. MIS Analyst

10



|
No. Client Steps Agency Action Location F“::j: i Frﬂ:ﬁ:mg nq:;:::ilhle
2 Receives regponse |21 [In case of writen reguest the ITCSD NEA 2/F None 4 hours ITCSD Manager,
Manager signs the fransmittal lstter and ITCSD, Secretary,
endorses documents o RMU  for G/F RMU CMPCD Manages,
mailing/couriar/pick-up. Data Management
Chisf &
In case of emaill request, the DMPCD Data Managameant
Manager approves the email fransmissian and Cheetf B,
directs tha concarned staff 1o send the same RMLU Chief,
to the client. MIS Design
Spacialist A,
MIS Design
Specialist B.
Sr. MIS Analyst,
Associate Data
Coniroller,
Data Encodesr-
Coniroller
TOTAL None 3 days
END
LEGEMD:
G2B - Government-to-Business MNEA - National Electrification Admanistration
G2C - Government-to-Citizen RMU - Records Management Unit

G256 - Government-lo-Governmean

11



I.D. Sector

¢ Office of the Administrator (OA)
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Department/Office ¢ Infermation Technology & Communication Services Department (ITC5D)
Diviaion/Unit : Information Technology & Systems Development Division (ITSDD)
Intarnal Services
SERVICE NAME PAGE
Service 1 |Infermation Cemmunication Technology (ICT) Hardware and Software Maintenance 13-14
SE'WI"DE_E Wabsie Management {Update of Content) 15-16
Service 3 |Technical Evaluation of ECs Loan Reqguest 17-18

12




Service 1:  Information Communication Technology (ICT) Hardware and Software Maintenance

Te suppert and maintasin compuier systems, deskiops, and perpherale. This includes instaling, diagnosing, repairing,
maintaining, and upgrading all hardware and software including equipment while ensurng optimal workstalion performance

Information Technology and Communication Services Department (I TCSL)Y

TR information Technology and System Development Division (ITSDD)
Classification: Highly Technical
Type of Transaction: Gaovernment-te-Government (G2G)
Cliants (Who May Avail): Concermed NEA Departtment/Office
Checklist of Requirements Where to Secure
1 |Regquest for Repar Form (1 enginal capy) HEA 2/F ITSDD
. Fees To Be | Processing Person
No. Client Steps Agency Action Location Paid Ti Responsible
1 |informs the ICT 1 1 |Receives call from End User requesting NEA 2/F Mone 30 minutes Preject Officer
Help Desk assistancarapalr of [CT unil. Collect ITsDD Manpower
information such as user's name, office,
problemissue being reparted
1 2 |Perform remaote troubleshooting (if applicable) to | NEA 2/F Mo 1 day MIS Dasign Specialist!
identify if the issue can be resolved without repair | ITSDD Computer Service
|e.g. software reset, driver updais) Programmaes
1.3 |For onsite ICT repairs, IT suppon perfarms mnitial NEA, None 2 days MIS Design Specialist!
diagnostic. Building Computer Service
1.3.1 In-house repair: If the issus 15 Programmar

straightforward and if the equipment is no longer
coverad by wamanty, initiate repair intemally
Mote: If the ICT unit is still under warranty or
requires third-pary expertize, return the unit to
the end-user and advise them to coordinale with
S50 to avail of the warranty service.

13




: - s - Fees To Be | Processing Person
1.32 If the ICT unit is beyond repair the ME& None 1 day MIS Design Specialst/
technician will recommend to the end user Building Camputer Service
that the wund s already classified as Programmer
unserviceable or requires parls replacemeant
The ICT TechniclanComputer Service
Programmer will then prepare a Status Report
on the ICT unit using the Regquest for Repair
Formn (RREF) and prowvide the and user wilth a
capy of the completed RRF for reference,
14| e ICT unit can be repaired, MNEA Mone & days MIS Design Specizist!
froubleshooting will be conducted! performed. Building Computer Sarvice
Programmer
1.5 [Perdform testing on the ICT unit. after which MEA, Mone 1 day MIS Design Specialist/
the end-user will determinge i the repair |5 Building Computer Service. |
-acceptable. Programmer
2 |Accepisthe ICT |21 | Faciitate the ICT unil acceplance and signing of NEA Mone 1 hour Concerned Employas
unit and signs the the RRF by the end-user Building (End User}
RRF.
10 days,
Vi None | 4.8hours

END

LEGEND:

G2G - Government-to-Government
ICT - Infarmation Cammunication Technaology

ITCSD - Information Technolegy and Communication Services Department

ITSDD - Infarmation Technolegy and System Development Division
RRF - Request for Repar Form
MIS - Management Infarmation System

14



Service 2: Website Management (Update of Content)
Website maintenance involves regularly updating the website's software, content, ard security features \Website maintenance can
resclve various issues such as slow loading times, broken links, securnty vulnerabilities, and a drop in search engine rankings.
S Information Technology and Communication Services Depariment (ITCSD)
ent/Division: / ,
Sepatn i Information Technoloay and System Development Division (ITS0D)
Classification: Complex Transaction
Type of Transaction: Government-to-Government (G2G)
Clients (Who May Avail): Concernad NEA Department'Office
Checklist of Requirements Where to Secure
1 (Memorandum/Electronic Mail (e-mail) Request (1 oniginal copy) Requester
_ Fees To Be | Processing Person
No. Client Steps Agency Action Location Paid Time Responsible
1  |The concernad 1.1 [Upon receipt of the request, acknowledge and NEA 2/F None 1 hour ITCSD Manager
(eriginating) endorses the request to ITSDD for ITCSD
Deapartment/Cffice appropriata acticns
prepares 1.2 |Reviews the submilted content. NEA 2/F None 1 day MIS Development
communication on 2.1 If complete, accurate, and comptiant with ITSDD Chief B
the new and/or NEA's content guidelines, prepares & uploads Computer Service
updated information, the approved content to the NEA website and Programmer
content/document ensures farmatting consistency and performs
for uploading/ quality checks (e g., user interface (U|)
update. design, file formatting, resizing Images.
optimizing files for the weh)
2.2 If mcomplate, not compliant, not NEA 2/F Mone 1 day MIS Development
accuraie, discuss requiremeants with client, ITSDD Chief B
Computer Service
Programmer

o |
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: Fees To Be | Processing Person
No. Client Steps Agency Acthon Location Paid Time Responsible
1.3 |Conducts athorough check lo ansure tha NEA 2/F MNone 4 hours MIS Developrnant
content appears correctly & verifies that all ITSDD Chief B
links and downloads are accessible and Computer Serpce
funclional Programmer
1.4 [MNotifies the reguesting departrment that the NEA 2/F Mone 1 hour MIE Davelogment
content has been successfully uploaded and ITCSD Chief B
necessary aclions have bean taken Computer Service
Acliens can be any or combination of the Programmaer
fallowing
a} Uploads information
a} Create or modify web pagesiportal
o) Create links or update broken knks
d} Re-upioad or modify informaticn
e} Archive or Unpublished information
2 |Review the 21 |Review uploaded content in the website |NEA Building None 2 days Client
changesi/updals in If accepted. sign the web content update log ITSDD Manager,
the website if ITCSD Manager
accepted, sign the
web content update
log.
TOTAL None 4 days
and
& hours
~___END
LEGEND:

G2E - Govemment-lo-Government

ITCSD - Information Technology and Communication Services Department

ITSDD - Infarmation Technology and System Development Division
MIS - Management Information System

U - User Interface
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Service 3:

Technical Evaluation of ECs Loan Request

Tha Techmical Evaluation of Electric Cooperatives (ECs) Loan Reguest involves a thorough assessment of the proposed
project’s technical feasibility, cost efficiency, and alignment with the standards and requirements set by NEA.

Iﬂuparhmnir‘l.'lhl_:hn:

Information Té::hm::lﬂﬂ'_-.r and Communication Services Department (ITCSDY

Infarmation Technology and System Devalopment Division (ITSDD)
|Classification: Highly Technical
Type of Transaction: Government-to-Government (G2G)

|Clients (Who May Avail):

Concerned NEA Department/CHfice

Checklist of Requirements Where to Secure
1 !I'u'lamnrandum.fElechﬁnic Mail {e-mail) Request {1 orginal copy) Requester
: Fees To Be | Processing Paerson
Mo, i Client Steps Agency Action Location Paid Time Rasponsible
1 |The concemed 1.1 |Receives and endorses the request o TSOD MEA 2/F MNone 1 day ITCSD Manager
{originating) for approprate aclions ITCSD
Deparimeant/Office
submit the farmal 1.2 |Review of submilled documents for| NEA 2IF Nane 1 day ITSDD Manager,
lan request complelenass and accuracy ITCSh Section Chief,
propasal of ECs If supporting documents are complete, MIS Desygn
along with the concise and clear, procead with technical Speacialisi,
required supporting | evaluation Computer Sarvice
documents. Pregrammer
1 1.3 (I supporting documents are nol complete, not | NEA 2/F None 2 days EC.
concise and not clear coordinate with ITCshD Section Chief,
requesting EC to submit required documeants. MIS Design
Specialst,
Compuier Service
Programmer
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- . : Fees To Be | Processing Person
i e b Sasncy Antion Lacdion Paid Time Responsible
1 4 (Perform technical and cost evaluation NEA 27F Mone 12 days Saction Chief,
Evaluate the technical soundness, design, ITsoo MIS Design
and specifications of the proposed projact and Specialist,
conduct cost analysis and compars with Computer Service
standard markesl prices 1o ensure the proposal Programmer
Is cost-efficient and reasonabile
1.5 |Draft technical evaluation report NEA 2IF Nona 2 days Section Cheed,
Consolidate findings into a TER inciuding ITCSD MIS Design
recommendations regarding the technical Specialist,
feasgibility and cost analysis. Compuier Servics
Programmes
1.8 |Review the TER and confirm the result of the NEA 2/F MNone 1.5 days ITSED Manager
evaluation and endorse the evaluation for Loan ITGS0 section Chief,
Approval Process or return to the EC for MIE Design
FEVISIONS Specialist,
Computer Service
Programimas
2 |Receives svalualion | 21 |Provide recommendafions or necessary HNEA 2/F MNore 0.5 day ITCSD Manager
results and actions for comphiance (f applicable) ITCED
recommeandations
TOTAL None 20 days
END
LEGEND:
G266 - Government-to-Gavernment

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

TER

- Technical Evaluation Report
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LE. Sector

==X
Fa 53
=
: Office of the Administrator {DA)
Department/Office . NEA-EC Training Institute (NETI)
Division/Unit MEA-EC Training Institute (NETI)
External Services
SERVICE NAME PAGE
Service 1 |Processing of Training Request 20-21
Service 2 |Processing of Training Cerifications and Official Receipts 22-23
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Service 1:

Processing of Training Request

All Electrnic Cooperatives may avail of this service for a customized traming or seminar 10 address the compelency gap of EC

officiais and employaeas.

Department/Division: NEA-EC Training Institute (NETI)
Classification: Simple Transaction
Type of Transaction: Government-to-Business (G2B)
Clients (Whe May Avail); Electric Coopesative (EC| Officials and Employees
Checklist of Requirements Where to Secure
1 |Letter requast indicating the specific training requiremant (1 original copy) H“HEETHE&I&T“IE il

2 |Accomplished Online Custemized Training Request Form via link: hitp:(fbit.wWNETIcustom

NETI| Facebook page. Auto-reply from

| - Google Mall
Fees To Be | Processing Person
No. Client Steps Agency Action Location Paid Time Responsibla
1 Check available Customized | 1.1 |Provide basic informaton on the training NEA 3F None 5 minutes IRD Officers
Training Programs for the programs offerad by NETI MNETI
current year n the NEA
VWebsite or Inguire to NEA EC
Trairng Facsbook Page
2 [Bubmit Training Lelter-Request| 2.1 |Acknowledges the latier reques! and NEA JF None 5 minules Section Ehef_|
addressed to NETI Department check if all the requirements are complete, NETI
Manager via email at if incomplete, inform the EC
netif@nea gov ph and (Mote' NETI will anly process the reguest
accomplish Customized upan completion of the requirements)
Training Request Form through
lirik:
http.ibil ' ETEElfstDrl'l
3 If needed, comply wih the | 3.1 |Once requiremenis were completed, NEA 3F None 5 minules Section Chief
missing reguirement and returm encodes the letier request to the EC METI
lo step 2 Customized Training Menitoring.
3 2 |Prepare, raview and approve MEA IF None 3 hours Department/
endorscment letter to NEA concerned NETI Diwision Manager
depanment for the availability of RS
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No. - Fees To Be | Processing |  Person
Client Steps Agency .ﬁ:ﬂuﬂn Lu_n:ﬂu_n Pald ek Responsible
4 Views status of the letter | 4.1 [Monitor and update the EC Customized NEA 3/F None 5 minutes | Records Officer
request via fink, Training Monitoring. NETI
hitps /it W/ECRequesiStat
4.2 [Once the confirmation from resource MEA 3F None 2 hours Section Chiefs
speaker has been received, NETI o NETI
prepare and email confirmation letter to
the requesting EC.
S Receive response and submit 5.1 [Administer the submission of CSM Survey | NEA 3F MNone 5 minutes | Records Officer
the C5M Survey Form Form (Online), NETI
5 hours and
TOTAL None 5% ainite

LEGEND:

CEM - Client Satisfaction Measurement

EC - Electnc Cooperative
G2B - Government-te-Business

NETI - NEA-EC Training Institute

RS - Fesource Speaker

END
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Service 2: Processing of Training Certifications and Official Receipts

This process covers formal application made by EC official and employee seeking the issuance of a Certified True Copy of a
Training Cerificate of Complenon, Carmificate of Appearance and Official Receipts that was lost. damaged, or neads corraclion

Departmant/Division: MEA-EC Training Institute (NETI)
|Classification: Simple Transacton
Type of Transaction: Government-to-Business (G2B)
Clients (Who May Avail): Elactric Cooperative (EC}) Officials and Employees
Checklist of Requirements Where to Secure
1 |Completed NETI Online Reguest Form hitp:f/bit. ly/NETIOnlinsRequest
. | Fees To Be| Processing Person
Mo, Client Stapa ency Action ti
i N i Paid Time Responsible
1 Complete the Oniine 11 |Raceives accomplished raguast form NEA AF Mone & minutes | Records Officar
~ Request Form via. 12 |Verfies the request from the Directory of NEA 3iF None 2 hours Section Ghief
bit lyNETIOnlineRequest Participants, Attendance Shests, PAR and NETI
Training Database.
[T 1.3 |Prepares the Certification to be signed by NEA 3/F Mone 5 minufes Section Chuaf
b 45 2 Department Manager, NETI
[ 1.4 |Signs stamped "Certified True Copy" of the NEA 3/F MNone 4 minuies Civision/
SCAN ME Cerifications and Official Receipts NETI Cepartment
Manager
15 |If the requested format is soft copy, emails the NEA 3F Nona 3 minutes Saction Chief
CTC of the Certification or O.R. MNETI
or
Online
2 Pay necessary fee via | 2.1 |If the requested format is hard copy, amails NEA 3F | P15000 S minutes | Records Officer
Landbank Biz Portal or requesting EC employees status of request and NETI
Landbank Account of NEA, mode of payment. or
Online
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: Fees To Be| Processing Person
MNo. Client Steps Agency Action Location Pald Time Rempouaiti
3 | SBubmit Proof of FPayment | 3.1 |Release the CTC of the Certification through Oniine Mone 30 minutes Section Chief
o neti@n=a.gov ph MEA Records Seclion
4 Recaive response and | 4.1 [Administer the submission of CSM Survey Online Mone 5 minutes Section Chisf
submit the CSM Survey Faorm [Online)
Form.
F150.00 2 hours
TOTAL and
23 minutes
END
LEGEND:

CSM - Client Satisfaction Measurement

CTC - Cerified True Copy
PAR - Post Activity Report

IRD - Industnal Relations Develcpment
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Department/Office : NEA-EC Training Institute (NETI)
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Internal Services
SERVICE NAME PAGE
Sarvice 1 |F'ru=;e55|ng of Scholarship Programs 25-26
Sarvice 2 |lssuance of Employes's Training Records 27
Service 3 |lssuance of Certificate of No Pending Momination 28
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Service 1:

Department/Division:

Processing of Scholarship Programs

Al NEA officials and employees may avail the scholarship program within the prescribed period to meet or increase the lavel of

competencies of their positions through other government, private or international agencies or learning institutions,

NEA-EC Training Institute (NETI)

Clazeification:

Simple Transaction

Type of Transaction:

Government-to-Government (G23)

Clients (Who May Avail):

MEA Officials and Employees

Checklist of Requirements

Where to Secure

1 (Letter request indicating the specific training detaile/course outline and schedule (1 enginal copy)

Reguesting Personnel

: ] Fees To Be | Processing Parson
Mo. Client Steps Acti 2
P AgennEAslon LEoREr Paid Time Responsible
1 Submiis request latter | 1.1 |Receives documenisletiars. MEA 3/F Monea 10 minutes | Records Officer
and documenis to NETI MNETI
Office 1.2 |Reviews/Analyzes training request. NEA 3/F Mone 2 hours Sechion Chisfs
NETI
1.3 |Conrducts initial coordination with LSP for NEA 3/F None 1 hour Secfion Chisfs
scheduling and other requirements NETI
1.4 |Disserminales mvitalion and request for NEA 3/F MNorwe 1 hour Section Chiefs
participants to concerned Depanment andlor NETI
Deputy Administrator (if needed).
1.5 [Evaluates the nominea/s MEA 3/F MNaone 1 hour Section Chiafs,
NETI HRDC Secretanal
{if needed)
1.6 |Prepares CSW MNEA 3/F Nong 1 hour Sechon Chiefs
NETI
17 |Reviews and submit CSW to the Administrator NEA 3/F Monea 3 hours Sechon Chisfs
far approval and signalure. MNETI
1.8 |3ends the approved Memorandum to Mone 30 minutes Section Chiefs
Paricipants and Re-Entry Action Plan template Ol

la the participants through electronic mail
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No. Client Staps Agency Action Location | F2@® To Be | Frocessing Person

Paid Time Responsible
1.8 [Coordinates the registration of the participants NEA 3F MNone 1 hour Section Chiefs
with the LSP NETI
110 |Prepares the Budget Utiization Request and | NEA 3iF None 1 hour Section Chiafs
Disbursement Voucher and other NET]I
atlachments.
1.11 |Signs/Approves and submit Budget Utilization MEA 3F MNone 2 hours Division/
Feques! and Disbursement Voucher 1o FSD. NETI Department
Manager
112 |Notifies  participants of the required NEA 3F MNone 1 hour Section Chiafs
documents and any additional prerequisites NETI

necessary for the seminar or framing.

2 |Participale in the training| 2.1 |Monitors  the  aftendance of  the Assigned Mons 30 minutes | Section Chiefs

program (online or face- employes/participants. Venue
to-face)
3 | Submits Re-Entry Action| 31 |Monitors the submission of Re-Entry Action Assigned MNone 0 minutes | Section Chisfs
Plan and a copy of the Plan Venue
Cerdificate
4 | Accomplishes the CSM | 41 [Administers the submission of CSM Form (on- | Assigned None 20 minutes | Seclion Chiefs
Form {on-site) site) Vanue
TOTAL None 16 hours
END
LEGEND:
CSM - Client Satistaction Measurameni HRDC - Human Resocurce Development Commitiee
CSW - Complete Staff Work LSP - Leamning Service Provider
FSD - Finance Sarvices Department NETI - NEA-EC Traning Institute
G2G - Government-to-Government DA - Office of the Administrator
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Service 2: Issuance of Employee's Training Records

The issuance of the Employes's Training Records provides a cerlified record of all frainings, seminars, workshaps, and lesaming
iMervertions altended by the employes within a cerain pericd. This documert serves as attachment for promotion, scholarship
applications. career development and cther legal purposas

Department/Division:

MEA-EC Training Institute (NETI)

Classification:

Simple Transaction

Type of Transaction:

Government-to-Government [G26). Government-to-Business (GZB)

[Clients (Who May Awvail):

MEA and EC Officials and Employaas

Checklist of Requirements

Where to E-m:!l re

'E—lﬂcrrnnleted MNETI Online Request Form

hitp bt W NETIOnlineRequest

Form {online)

{onlina)

Fees To | Processing Person
Mo, Client Steps Agency Action Location Be Paid Time Respansibis
1 Complete the Online 1.1 |Receives accomplished request form NEA 3'F None 10 minutes | Records Officer
Request Form wa: MNETI
bit. TlOnlneRaques! | 1.2 [Retrieves and validales training records. NEA 3F MNone 1 hour Records Officer
MNETI
1.3 |Bigns the certification. MEA 3/F Mona 1 hour Division/
: NETI Departmeant
SCAN ME N N I . T st sol
2 Receives Emplovee’s | 21 |Releases Emplovee's Training Records to | NEA 3/F Mone 30 mnutes | Records Officer
Training Records client. NETI or
Online
3 Accomplishes the CSM | 31 |Administers the submission of CSM Form Onling Mane 20 minutes | Section Chiefz

TOTAL

Mone 3 hours

END

LEGEND:

CSM - Client Satisfaction Measurement

C8W - Complete Staff Work

EC - Electnic Cooperative

a7

G2B - Governmani-to-Businass
G266 - Governmant-to-Govemment
METI - MEA-EC Training lnetitule




Service 3: Issuance of Certificate of No Pending Nomination

The issuance of a Certificate of No Pending Momination serves as confirmation that the requesting official or employes has no
pending nomination in any course | trairing program and that the required service obligation for a scholarship previously enjoyed
has bean served. The cedificate is soughi 85 a supporting document for scholarship application, travel abroad, study l2ave, and
aother legal purposes.

Department/Division: MEA-EC Training Institute (NETI)
Classification; Simple Transaction
Type of Transaction: Govermment-to-Government (G2G) —
Clients (Who May Avail): NEA Officials and Employees
Checklist of Requirements Where to Secure
1 |Completed NETI Online Reguas! Form hittp/ Bt WNETIOnIIneRequast
Fees To | Processing Parson
Na, Client Stops Agsncy Action Location Be Pald Time Responsible
1 Complete the Online 1.1 |Receives accomplished request form. MNEAZF | HNone 10 minutes | Records Officar
Request Form via: METI
bit y/NETIOnlineRequest | 12 [Checks records and validate the request. NEA3F | None 1 hour Records Officer
NETI
4k fﬁ
4 1 3 |Signs the carification WE&A 3/F Mone 1 haur Division/
' NETI Department
SCAR ME I.I'Ianaeur
2 | Receives Certificate of No | 21 |Releases Certificate of No Pending MEA 3/F Mone 30 minutes | Records Officer
Panding Momination MNomination to chient. NETI or
Cnline
3 Accomplishes the CEM | 3.1 |Administers the submission of CSM Form Cinline Mone 20 minutes Section Chiefs
Form {(onling) tondine)
TOTAL Mone 3 hours
END
LEGEND:
C8M - Client Satisfaction Measuremeant G2B - Government-to-Businass
C3W - Complete Staff VWark G206 - Govemmant-lo-Govarnmem
EC - Electric Cooperative NET! - NEA-EC Training Institute
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Service 1:  Preparation of EC Performance Assessment Data
To provide relevant performance assessment data In support of policy formulation, decision-making, and stakeholder
raquirameants
Department/Division: Office for Performance Assessment and Special Studies (OPASS)
|Classification: Simple Transactions =
Type of Transaction: G2C, G2B and G2G
Clients (Who May Avail): Electric Cooperatives and Other Stakeholders
Checklist of Requirements Where to Secure
1 |Lettar-Reguest {1 orginal copy) Regquester
: ; Fees To Be| Processing Person
No. Client Steps Agency Action Location Paid Tire M
1 Sends request for | 1.1 |Receives request from chant and forwards MNEA T/IF Maone 2 hours OFASS Secretary
parformance reguest o Department Manager OPASS
gesessment data 12 |Endorses request to assigned OPASS ataff. MEA T/F Monea 2 hours Dapatment
QPASS Manager
13 |OPASS siaft prepares requested data and NEA 7/F None 12 hours OPASS
endarses to Department Manager for OPASS Staff/Departrent
Approval Marnager
2 Receves 21 |Reviews ard approves the documents and NEA 7/F None 4 hours Department
parformance endorses documents to RMU for release to OPASS Manager/OPASS
assessment dala client or direclly reply through email of client, Secretary
2 days and
TOTAL Mone ¥ Liciiva
END
LEGEND:

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

a0

NEA = National Elecinfication Administration
QPASS - Office for Performance Assessment and Special Studies
RMU - Records Management Unit




Service 2: Preparation of EC Certificate of Good Standing
To cerify an electric cooperative’s compliance with regulatory and performanca standards for franchise renewal, financial
transactions, and other stakeholder requirements
Eﬂmmwﬁhhlnn: Office for Performance Assessment and Special Studies (OPASS)
\Classification: Complex Transaction
Type of Transaction: G2C, 628 and G2G
Clients (Who May Avail): Electric Cooparatives and Other Stakehpiders
Checklist of Requirements Where to Secure
1 |Letter-Regquesi (1 onginal copy) Requaster
: . Fees To Be| Processing Person
No. Client Steps Agency Action Location Paid Tims Responsibile
1 Sends request for | 1.1 [Recaives request from client and forwards NEA 7IF Mone 2 hours OPASS Secretary
certificate of good request to Department Manager OPASS
shanding and 12 |Endorses request to assigned OPASS staff NEA T/F None 2 hours ~OPASS
::c:_rrespnn-l:llng OPAES Department
Certified true copy Managar
1.3 |OPASS staff prepares cerlificale with CSW NEA 7IF Mone 12 hours QPASS
and endorses to Department Manager far OPASS StafffOPASS
Approval Department
Manager
1.4 |Endorses CSW and Cerificate to MCSO MNEA 4iF None 2 days OPASS
Department Manager for approval MCS0 StaffiMCS0 Stafff
MCS0
Department
Manager
15 |Endorses CS5W and Certificate to OA for NEA TIF None 3 days OPASS StafflOA,
approval of the Administrator DA Staffi
Administrator
16 |Prepares the Cerlified true Copes of the NEA 7/F None 2 hours OPASS
signed Cerlificate for signature of the OPASS 0A Staft/OPASS
Departrmant Manager Department
Manager

<l




: = : [Fees To Be| Processing ‘Person
i Receives cerfificate | 2.1 |Sends scanned signed Cedificate 1o client MNEA T/F P20 per & hours OFASS Secretary/
of good standing through emall and endorsas the original copy OPASS | copyof the RMU Stafl! LSO
and corresponding with the cedified true copies to RMU for cTe ataff
certified true copies release fo chent through LBC or to LSO for
consolidation of other documents for franchisa
renewal,
P 20 per
TOTAL ook ai tinl d;‘;’u::" -
cTC
END
LEGEND:
CSW - Complaiad Staff Work LS50 - Legal Services Office
CTC - Certified True Copy MCSO - Management Consultancy Services Office

ECs - Electinz Cooperatives

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

G26G - Government-io-Government
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Saervice 1:  Preparation of EC Performance Assessment Data
To provide relevant performance assessment data to support internal policy formulation, decision-making, and idertification of
araas for assistance.
Etplrhrmnﬂﬁifiﬁnm Office for Performance Assessment and Special Studies (OPASS)
Classification: Simple Transactons
Type of Transaction: G2C, G2B and G2G
Glients (Who May Avail): MEA Depariments/Ofilces
Checklist of Requirements Where to Secure
1 leta—R&quasl (1 onginal copy) Requesler
Fess To Be| Processing Person
Nao. Client Steps Agency Action Location Paid Time Responsibie
1 Sends request for | 11 |Receives request from client and forwards NEA TiF Mons 2 hours OPASS
performanca request to Departmeant Manager OPASS Secretary
assessmantdala | 12 |Endorses request fo assigned OPASS staff MEA 7/F Mone 2 hours Departrment
ORFASS Manager
1.3 |OPASS stall prepares requesied data and NEA T/F MNane 12 hours OPASS
endorsez to Deparimeni Manager for OPASS StaffiDepartmeant
Approval. Manager
2 Recaves 21 |Reviewe and approves the documents for NEA 7IF Mone 4 hours Cepartment
performanca release to client or directly reply through email OPASS Manager/OPASS
assessment data of client Secretary
d
TOTAL None |* ’:’“ ang §
ours
; END
LEGEND:

EC - Electric Cooperalive
G28 - Govemment-o-Business
G2C - Govemment-to-Citizen

G2G - Government-te-Governmeant
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ILA. Sector . Corporate Resources and Financial Services (CRFS)
Department/Office . Accounts Management and Guarantee Department (AMGD]
Divislon/Unit - Accounts Management Division (AMD)/Accounts Servicing Division (ASD)
External Services
SERVICE NAME PAGE
Service 1 !_Mnrwai of the Administrator of the EC's Request for Loan with NEA 38-40)
Senvce 2 Approval of the Board of Administraters of the EC's Requeet for Loan with NEA 41-43
Sarvice 3 | Grant of Clearance by the Administrator of the EC's Request for Loan from Other Sources/Outside NEA for
the Financing of Rehabilitation/Upgrading of Rural Electrification (RE) Projects {Loan Pelicy No. 14-8) <Not 4445
Mora than P 100 Million=
Service 4 |Grant of Clearance by the Board of Administrators of the EC's Reguest for Loan from Other iBde
Sources/Outsde NEA (Loan Policy 14-C and Mat Within the Context of Loan Policy 14-B)
Service 5 |Release of EC's Loan for CAPEX Projects 50-52
Service 5 |Releass of EC's Loan for Non-CAPEX Projecis 53.54
Service 7 | Approval of the Administrator of the EC's Request for Loan Restructuning (Reoayment Period of § Years and 55.57
Below|
Service 8 | Approval of the Board of Administrators of the EC's Request for Loan Restructuring (Repayment Period of 5850
More than 5 Yearg)
Service @ | Approval of the Administrater of the EC's Request for Loan Moratorium/Deferment of Amaortization Payment
due to typhoons, Natural Calamities and other Extra Ordinary Circumstances 51-62
Service 10 |Approval of the Administrator of the EC's Request for Loan Valdity Extension 63-64
Service 11 |Documentation of EC Approved Loan B5-67
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ILA. Sector Corporate Resources and Financial Services (CRFS)
Department/Office : Accounts Management and Guarantee Department (AMGD)
Division/Unit . Accounts Management Division (AMD)
External Services - Annex A
SERVICE NAME PAGE
1]Loan Reguirements for Approval of Short-Term Credit Facility (STCF) and Standby Credit Faclity (SCF) &9
2|Loan Requirements for Approval of Rural Electnfication {RE) Loan - Working Capital T0-T1
3|Loan Requirameants for Approval of Power Supply Guarantee Program for ECs 72
4{Loan Requirements for Approval of Concessional Loan 73-74
5|Loan Requirements for Approval of Calamity Loan 75
B|Loan Requirements for Approval of Modular Generator Sefs (GenSets) Loan 76
7 |Loan Requirements for Approval of Renawable Energy Loan T7-78
8|Loan Requirements for Approval of Single Digit System Loss (SDSL) Loan 4
Annex A 9| Loan Requirements for Approval of Emergency, Unpianned and Contingency Capital Expenditures 80
(CAPEX) Projects Loan and Disaster Resiliency Program _
10|Loan Requirements for Approval of Non-Network CAPEX Projects and Sman Gnd Reguirements 81
i1 |Loan Requirements for Approval of Rural Electification (RE) Loan - Capital Expendilure (CAPEX)
- 82-83
_ Projects and Logwshics
12|Loan Requirements for the Grant of Clearance by the Administrator of the EC's Reguest for Loan from
Other Sources/Outside NEA for the Financing of Rehabiltation/Upgrading of Rural Electrfication (RE) a4
Projects (Loan Policy No. 14-Bj<Not More than P100 Milkon=
13|Loan Requirements for Grant of Clearance by the Board of Administrators of the EC's Request for Loan 85.57
from Other Sources/Outside NEA, (Loan Policy 14-C and Not Within the Context of Loan Palicy 14-B)
Template | A1) Summary of Projecis 88
Template | A2 |Matrix on Canvass/Comparnson of Quotations from Banks and other Financing Institutions 8o
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Department/Office . Accounts Management and Guarantee Department (AMGD)
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External Services - Annax B

SERVICE NAME

Annex B

1|Loan Requiremearits for Release of Short-Term Cradit Facility (STCF) or Standby Cradit Facility
(SCF) Loan

Z|Loan Requirements for Release of Rural Electrificaton (RE) - Working Capital Loan and Concessional
Laan {Werking Capital)

3|Loan Requirements for Release of Availment (Guaraniee Call) for Power Supply Guarantee

4|Loan Requirements for Release of Loan under the following Faciliies:

a. Rural Electrification (RE) - CAPEX Froject Loan

b. Emargency, Unplanned & Contingency CAPEX Projects and Disaster Resdiency Frogram Loan
. Renewable Energy Loan

d. Modular GenSets

e. Network CAPEX Projects and Sman Grid Requirements Loan
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g. Concessional Loan (CAPEX)

h. Calamity Lean
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Service 1;  Approval of the Administrator of the EC's Request for Loan with NEA
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Bervice 2:  Approval of the Board of Adminisirators of ithe EC's Request for Loan with NEA
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Sorvice 3:

of Rural Electrification (RE) Projects (Loan Policy No. 14-B) =Mot More than F100 Million=

Grant of Clearance by the Administrator of the EC's Request for Lean from Other SourcesiOutside NEA for the Financing of Rehabilitation/Upgrading

igiharizing the Administater (o gram ECs with cemence b avail [eans fom other sources for rebabilfation/upgrading or for Rurat Elechdficataon inesimant progects
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Service 41 Grant of Clearance by the Board of Administrators of the EC’s Request for Loan from Other Sources/Outside NEA (Loan Policy 14-C and Not Within the
Context af Loan Palicy 14-B)
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undartaken) Memarandum (o fhe BORMC 1 sgred, tranami o BERMC A Sarian Aanager
rough e OCS for sppoval HE# 5F o i AND

= |1 fe bnEn revEsia dEappiiwedidelened [anbion weh nsiruction fo be AMDARICGD
urdighaicpn), infonms he EC et Mg
ARTGD
27 | Mpprovesidsapprovesidelers |andiar with instruclion to be undedaken) fhe e e by
endorsement of e cesance andior collaleral sharng CRANC
st g A hours
Dt o tha BOA Covporede Sepesiony pnd Sisd
Ocs
Seryice Fae od
* I e loan tegussl 8 disan proveddeteman [andion witn insiruchion i be (L0%% of the
uncartakan) infois the EC S —— Acmounf Olfce: Sechint Citef
* M mppeoved, AMGD shall prepare and foreeard the Memomndum for the &F ot mone than o ﬂnmﬂnw
BOA throggh tha OOS lor s Dam BIIFI-I'I:I\'.:H AMEE.DJ'I H th‘lﬂu.ﬂ'ﬂﬁm 2 heurs
Crema e Menagesr
ANGD
T E |Approvesidmapprvekiaalens (ancios wsth wstnuchion o be underiaken) e PR VeI,
dearan andior collaleral shang - BOA,
= If approved, ARG shall sguest copy ol e Baand Rasciubond A 7! 4 hours :
Ceification lar $he appeoval of tha loan fe the 0GOS Isstance of Rt D Coiporals Seorpfary and Sk
CearitkealionBaand Reschilion covmnad by separate protess GCS
| |
"3F |Recewes and revaws hs Boart ResosoniCetikcalon e Assieud Cficar Sechor (sl
appEvelidsepprovelideloerment of BOA of he EC's réquesl and informs EC IF and Onasioa idansger
appeoved, andarses the appresal ta the FS0for the bikirgicodecson of MWEL &F 5 hoir Pt [
[ pesisinysenice ga. AMCAMED
Dapaniiontill Mbagear
ARSED
20 |Provides ASD wilh 2 copy of Boaid Resolubion for M5! preparation, ¥ clearancs i Ageoun Dffcer, Fechion Chusf
= vl Collalsral Sharing. I sl previeles conoeangd ES with copy of Board HEA SIF 1 b A Grron Eansger
Regaligon Sands copy of oleananoe thou RWUearail AMDVAMGD

kAL

4T




211 |Recesvas copy of approved Beard Fegsbabon RS, BF Chark
AEOAMGD 15 minutes A
212 |Preparesichecksreviews the M3| and transmis to EC for ssgnahar 1h Dafa Emcodar Logns
RhiLzneail NEA SIF \dayands | AmlebSr Coans Anshe
. Eoans Ramagamen Ched wnd
if applicabia, endorses b0 LEOEIGEC for review poor marsmigal o EC AECNAMGE hatrs Dbion Sirser
BE0
Signs M5! and 21 |Recaives onginal sgrad copies of M3 MEA &F 18 Ciarh
ubmts fo NEA. ASTIAMGD i ASD
43 (Chocksiewaluaiasiawness the completenass and coorediness of the submitied Loany AsahysbiSe Laars
doaiménls Anabead Loand MaHece il
Ganise Citaal ane Crvaea Matmgss
o [Fihe subitind dacients e nat somphant, b EC o somphy Pla i ooty ;";1:' 4o it ACD
) appryved loan bl
nel iria Ihan i i
&3 |Alfoes intals on he ME ang Irmsmits the documenis o ihe authanoed MER FigiiasLe Diiim Encisted, Lams
g Pl b AnafyirSs Loaves Anaiy
lomny Uannperen' Dl el
NEA BF 1 day and 2 e
ASDUARMGO mours
Seeariry anid Dugaefrvnl
M ager
S Tl
34 [Raceives rmviewsisigns the MS1 ard tansmits 1 450 i Secratwy and Gl
AECAMGD 2daiE Apkiiraatrmlorn
CDALE
35 |Recmves and facitaies the nolaraalion of the signed Ma1 NER BF Forihe socountal |, = Cirh
Madarisalien of MEI 41 |Receives, lies s digilizes {he nolarized ME Serviee Fes al
O OFss of Thee
.H;ll:ih'irlﬂ:l approved lan bt | 30 minuies DHEAE-;EN'H
o mirn fhan
Ph 00, G600 00
Servica Fea of
OS5 of fha
TOTAL approveel koan Bl 27 days
il o
P 00,000 00

EMD
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imnwnt ol Clearan oscby he Boasd o Sdmimstrators of e EC's Reaues! far Loan fiom Citter SourcesOuinde MEA (Loan Folicp 7440 and Mol Wikin the Covtet of Loan Pokoy 148-0) qualifesd for malli-
danmo rocessIng




LEGEMD:

AMD - Acccunin Bosagemant Disesion

AMGD - Accours Banapamen] B O inrsdiee De e
ASD - Accoures Saraang Dwsicn

BCRMG - Boarg Credii & Risk Managemert Commiies
HOA - Board of Admmniratons

CAPBEY . Capim Espandiusas

CPQ - Coporake Plarmg Ofice

CRFS - Corporas Rasourees and Financisl Servces
DORRMO - Disasier Risk Recuciion and Managemant Depe et
EC - Bécti: Comperplne

ED - Ergneenmg Departrare

w-ACPN - Erkarced Imegaled Compuboniaed Plannesy bl
F&D - Farras Esrvican Depsplrent

GEMNSET « Ganssraboe Sarl

VD - gl sl Dsvelnprmend Depammant

[TCED - informmaion Technaingy dnd Communcalion Sardsoss Depariman
LED - | ogal Servcms Odtce

MER - Misicesrdiunm Eyvsisnants scosnaninon

MCS0 - Manapsmem and Conmuliancy Sensces Jifios

ME| - Morgags Shanng Indenluns

NEA - Morcral Elecirdcaton Admesimion

O - Tt off ha Ao egaraiin

OCS - (ce of the Corpomle Sscretary

ODACRFS - s of tha Depoly SAomamsiraion b Conpiadte Hesooine 4 Frenssl Seoanes
QDALS - Orifice of i Dapuly Admissla for Lagsl Senaces

QFs - Dihew Finongual |reldubons

QRO - Oz o Hei G| Eoprpoau i Canun el

W - Facords Mansg et Lt

TEREDD - Total Elecinficabon and Serewsbis Ensgy Dessiopmeant Disveion



Service 5;

Release of EC's Loan for CAPEX Projects

Covers loan redpaias 1o Elecire Cooparaires [ECa} bor The tollaweng
= Fufal Elsctilicalan (RE) Capilal Espendilure (CAPEM) Projects (Funding Racuiresmest)
. Emergency, Linplanned and Conbroercy Canilal E spendiures (CAPEX) Projects and
Cigaster Reailiency Program [EUCDRP)

Sirga Digt Sysiem Less (SOSL

- Mon-Netwolk CAPEX Progcts and Smart Grid Requiements
- Concespiong Loan (CAPEX)

- Renswsbds Enargy Logn - Calamity Loan
. Woddtar Geneislor Ses (GenSers) Frogiam on Windanao ECs
W Accaurts Management &nd Guararsse Depanmeni LSRG =
i el s sl Assaurils Managesmenl Dhvissen (A
m; Highly Technical =
mﬂ-:. Transaction; Gavemmen|-1o-Business (G2H)
(Wi May Availlc Elecine Cocpamtivas (ELs)
Chacklint of Ragulrmints | Whera 1o Secure
Sea Annax B
Mo, | Client Steps Agency Action Location Feas Ta Be Paid F"""“"““ Mg Ruipoati | o
1 |Subimits Me reguised | 11 |Reteives documsnis fom RMU End esdoses [a the Deganmant and Crision TP — aa
rd-uwmm Manzger the Board Resolubion and gther equremantsidocuments MES B/ ALAGE Mona Tﬂg
1.2 |Forwards ihe sutemilied oocuments (o (e Sechon Ghaal for pre-svaluation P
MEA 5F AMDUAMGD e T
13 |[Pee-evaluates the submitied decuments Accour Tt and
HEA 5F ADARGD FMlne - Sactor Cast
b
1.4 |1 1he rekeae & a malignment of undrsan foan balance for 3 new pragat of (|
ire project in the approved kan has modihcaboniupdaies. preparm a
Transminal Mo jo endorss the same ioihe congerngd unit sueh s ED, Arpount Officer. Sechon Chat
DRAWMD TEREDD, ITCS0 andior CPO, depending on the purpose of the loan and Dewon Manasges
requsast - for thi technical assiustion of 1ha aw COFEX Projpct Inform the EC MEA 5T AMOVAMED Hona AN
of the metion faken and the lacking documents (i applicable)
* EC shall confrm the svsuation of the m-aligned projacts e
¥ necessany Iransmifs fo WSSO0 fon commentiecommandalion an
ertlicaly challenged ECs
7 |Submmks the requeed | 2.1 [Upon recaipt of complele ieguiemants, prepares/ pooesses svaluabon shest desount Ciined, Sattion Cked
cocumants and Memorantsn endorsing fo ED. DRRMD, TEREDD ITCS0 andin CRO, g b i e
lets and in o on bhe pu af the loan ues, for prosesang of MER,
m i WWEMEU? resg ] Bucgel iR | o AMD
Dwpartmery Marager
ANIGD




I..-:'. .'.-: e |

L

Feos To B Palt

2.2 |Rgcenwds documents, condicts fechnics! avalsaben, prepars, proosss, sign D Bncar CWine:
gnd apgigd MER. DV and BUR and farwards bao ARG wmiw
ol d Chavai i H:l
NEA 6% ED. DRRMD MR
Copartrosrd Manages
ard TEREDD Mana & days ED DRRMD TEREDD
HNEM TIF TEREDD
and CBE MCSD andior $20
Dopody Admwrisliater
OATE
4.3 |Racowes the sporoved MER, DYV, BUR ard Budget Sequest from ED
DRAMO. TEREDD. ITCSD andior CPO asd procasses the Budget Requasi Crard
peopares Clagmnce 10 Release Sho and forwards the decuments o A0 HEASF AELAAMCD Naie 2days BED
24 |Recewes and chacks e Bainget Reguest OV. BUR, MER and Clearance b Bt 5 — =R
AcGodry DHfEar Tadfr Char
Falpage h :
oot di et s R T T Neoe 2 days a1 Diw3ns Miagper
documants o ASD AT
1% |Fecenes Budgsl Reques, OV, BUR, MER ard Cleararce 10 Reipass Sip
and propares and sands Temalve Amarizaton Scheduls o the BC as Clerk = Semor
referancaibass for ha praparaton Snd aidmessn of Post Disbed Checks HEA BF aSDMAMED Blone I day MIMTSTI'DS-M“W
1 |Submmis POC 3.1 |Ietigls and sigre Budgal Reques and Cieannce to Relkgse Sip, antd Clerk Sgcnoe Che! ano
forwards ihe decunents shorg wilh (he DV, BUR. MER o the FPCD for the NV Maviagns
procassng of Budgel Requsst. DV ard BUR AED
MEA GIF BS0AMGD Maone 3 days
Sassiiy g Depanfngil
Manpgey
AMGD
e 7]
Pipoedsas e Buspet Sequess, [ and EUME angd pregares chack Eleriecard O
Braipalid eonnfing CUfres,
NE& &F Fi0 Mome 2 daps Laster, Durare Manges
am] Geparrent Marmges
F&l
ToTaL Mg 20 days




LEGEND:

AMD - Accourts Managsmen! Division

AMGD - Agoounde Maonogemes and Ousanize Depariment
AT - Adsaudila Serasng Deamen

BAMR - Fludpssd Litike @l Raguaest

CAPEX | Capnial Espendibaies

CPD) - Covporsls Planning Ofioe

DRRMD - hsasss Riss Raducion and Manageman! Dasaiman
BV - Disbursement Vol haer

EQ - Eléclne Cotmeialivs

ED - Engrasnng Depanmend

EUCORP « Emergency, Unplarned & Comngancy GAPEX Pugests and Diestar Resiency Progeam

42

FS0 - Frass Sarvices DEoanmmsm

FPED - Fananciad Plancesg and ©oirs Divaion

GENSET - Goneraln Sl

ITESE - hamation Technilagy dnd Caminumeslnn Sonaros Dapardmant
WER - Mamursrchim EvaluationdRecommaniation

MNEA . Nahionad Elecinlicahon Admmnisiration

ODATS - Offce of he Deputy Admreslalon Tor TEnnca Servceg

FMLF - Facoads Maragamant Uil

EOSL - Singe Dl Systern Loss

TEREDD - Totad Elegtnbcatian grd Rerswsatie Ensrgy Daveopmand Dimgmnn



Service 6:  Roleaso of EC's Loan far Mon-CAPEX Projects
Conprs Inap relapses io EReclrie Cooparalyas (ECE) Far ha Ralawing
. Shad-Tarm Credi Facility (STCF) Working Cagpdial Loan
- Stand-by Credi Facily (SGF} Pawar Supply Guaranbae [PEGE)
- Concessionsl Loan [Waodkinsa Capilad)
o . Ascounts Managament and Sustantes Dapartment (ARMGOL
DepartmaniDivisan: Agcounss Managaman Divisan (AKD)
Chassification: Complex Transacton
'.I'“-ul"l'm., (Sovenmantio. Huiness (G218,
Clients {Whao Hl’ﬂhﬂ"i Elsslic Coopesnlums {Eds)
‘Checkist of Reguiraments _ Whare 1o Becure
a8 Anrax B
e 7 : I .- FOESE A b o =y Peraon
sl Wi Agoncy Astion Locatin | FessToBapa | TR | o SORL
§  |Submids e reguied | 11 |[Foooves documarts froen ﬁu and ur-;dul'm fo thu-_-Dlnp:ﬂmlnl and Division Smcrplary e DT
documents Manager (he Bopd Resakilion and olher rsquinemsnisido cumeanis. HEA &/F AMGD Mams = Rfvim gy
AMGD
1.2 |Forearss the ssbmiiied documents 1o the Secon Ghisf for pra-evalisalbon MEA &F W INasinn Aaragsr
AMDIAMGD i AMD:
1.3 [Pip-goniaplan e gutimallad dociamEnls MER 5F dopoard Cifcer pnad
ANDAMED Mcing : g
1.4 |Advises Ihe EC A tha submitled requiraments are complate and in cecer (F nat, Acooant C¥fcer Seckan Cival
requine The EC o subrmiicomply wilh Hee equiremanls. anel Ehissr e
F necasaay BRnsms io MGS0 ar commentiocomemandalon an Mﬁ%ﬂ Morer —
crifically challenged ECs Neparmmaent Mansger
AWAGD
7 |Suomes the mqu:n:l. --i.l1l pon recapl of compkebe reoniemenls, grepaies OV, BUR For BTCF, alas Aoy Ofificar. Sadion ﬂ-h,-rl
doturnents prapare Reguest 10 Relesse Loan Fund NEA WF M 2 dlays el X Mg
jearmplets and in ARDARGD P
e )
2 |Imtmislsgns o ibe BLR and Requesi 1o Rglease Loan Fund and forwards OV,
UK, Feguest o Release Lean Fund (far STCF) and oiner doguments 1 ASD NEA 5/F — e [T B ki il
ARG ARD
23 |Recemsd. checks eneswd gnd process fe DV, BLIR Reques! to Releass Chaf ' Liigms A,,w
Laan Fund dfor STLF) amd pfhar gocumenls and prapgees Clearanco 1o Manscaent Snecra
Release Sl and forsards o AMD HEA 5F Menie 3 horirs Eashr Chel anid Dnasaon
ASDYNGD flarimpanr
A5D
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2 4 |Receras tho OV, BUR, Fegquest io Relkeass Loan Fund {for TCF), Clearance Account Ditcar, Sechon Chind
10 Release Sip and ofher sacument and intakisgns on the Clesrancs to eyt Mang 2 haurs et Dveiaan Manager
Release Slip and forward ta ASD AMENGD A

2 § [Recotves DV, BUR, Request o Aelease Laan Fund {for STCF. Clearance 1o
Felease Slip and ofwer documenis from AMD and prepases and sends MEA &F Sevigy Managomant Soeciaist
Temalve Amatizabon Schedule o e EG o referencebass for tha ASNAMGD Bane 3 hours BED
preparalion of Pos| Daded Checks

| [Sebmits PG A1 |Intlials ard signs the CReaante (0 Release Sip, OV, BUR, Regues] 1o Resass Cherk Section Chiel @
| Losairs Fund ror STCF) and ot dacumenls, and tonvards o the FRCD for the Divssion Wamagar
processing of DY end BUR NEA 5iF A
Mare 5 hours
AELHARGD Secratary and Depatment
iariagET
AMGD
3.2 |Proceases the OY end BLIR Gl o CIWET
BudgedAscourshng Office
WEA &F FED Nene Adayn Caghw riwan Managers
and Dapatment Masaps
Fan
TETAL Horm 7 iays =

LE GEREY:

AR - Beroninis M rsiecl D s

AMGE - Arcounls Masageman and Gaaranten Daparimanl
ASD . Acoourts Serviarsg Dnasean

B - Buadgel Uikzanion Regisss

DN - Diacursament WVeLchar

EC - Elecinc Coaperaive

FR0 - Pt Sevyices Dapaitaan

FFED - Finandal Pianring and Lonieal [ysion

00 . Insbnoral Deveiopnerd Departimend

NEA - Maloasl Elscifcalion Admreslyaian

DOATS - Ofice of v Daguly Sdmirasireior lor Techncal Sannices
PEG - Power Supply Gharames

RWU « Rescoeds Managerma L

SCF - Biafil-by Crecia Faciay

STCF - Short-Term Credil Facikiy




Service T

Approval of the Administrator of the EC's Request for Loan Restructuring (Repayment Perlod of § Years and Below)
Pragram o-aliow dishessed ECs to mocsar tirouph francial restructunmsg of ie einesrsges will NEA

Accounts Mansgement and Guarantes Depantreds AMGDY
Accounks Management CiviEson (AN

[Classdfication Highty Tachnical
Type of Transacticn: Gowsrnment-to-Busness (G26)
Cllents (Who May Avail): Elecine Goopeiatives (ECS)
Checklist of Requinimants Wheto to Sscurn
1 |Beasrd Rﬂ-unluln:rn Faguesling for Loan Resirestaring (1 oegina sogy | Elechric Cooperalive
Commitmen] of EC Board Management and Empiayess 19 furiher mprove operatanal efciency b be ablke -
z Coopirative
| | i abiaen the terms and cosdilicns of e loan restrectuning 1 copy) Emchic
3 |Hustifcabon for incorrence of asrearages andor reas0ns v rasmictonng (1 I eopyy Eleckic Cooperalme
4 [Fitesn -H5t‘l'Eﬁr irveestmaent Plan (e-ICPM) nchiding #ssumphon to. pruqac:mn 5 e.-ml £ogy Eleciic Coxpanatne
5 |Pest-Daled Chacks. {Chackis equivatend B 1 year smorhzationd = Elsciig Cangeiaing
Mo | Client Steps Ageney Action Location | Feas To Ba Paid “m“ Aeaponsitia e
. e
Subrnila the Board 11 |Receiwes documents from RV and endcrees 12 (he Deparsmant sng Ceagion Sacratary and Depabmnen
Rezoluitan and olber Manager the Board Resoiution and cihar requirermsenizdocuments MEA SIF MG Mona Manage
reuirernEnisl ARG
documents ; :
I |Forwards the subemitted documents to the Secton Chisf Tor prd-avaluatian NER BF " Oiviion MSrmgse
AMOAMGE i ARAD
1.3 |Pre-avekiales the sutsrimed Boss Resolution and ather reouremers itk L Y T
Woni Sedtiovt Chea'
AMDAKGD AMD
1,4 |Bcdvises Ihe EC H ine subeRad requirements ams complede and in oider, 4 not,. | I R i Pl B
reqquers tha EC o submilfiooenply with ihe requeerimsnis Chval mnill Dreiiot Manag
¥ Hnesessary, fransmis ta RMCEO far commsnbimecormmendiion on MEA 3IF Huong - ool
erifically challanged ECs AMDIAMGD
Dy banmgm
A0
4 |Submits the Beam 2,1 |Upan fecﬂ_llﬂfmm;lm requirements. processasiavaluaies ECE inanca
mmnmd nlied capakilily b pay and prepares: Eligibiliy Sritada, — - LI =
e il AMDAMED Mana 9 days Cred arvd .'.':"':l.-r:m:.rr lawnaed
{eeriplate and in
e
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2.2 |Infedrn EC o the ewaluabon, if eSgible or not and the tnal loan Acrourd Officer, Sach
recommendation | applicabie) Chisd and Dnasion Munager
MEA, SiF Noria Pl AND
R Desanment Mansger
ARMGD
Subenils fhe Board 3.1 |Praparss 8nd fnalizes the LRAM and Memorardum fo the BORME endorsing BisA Aorourn Offcer Sachom
Resclubon o l8tler fhe Adminielrater's approval e har confrmakon o 3 days Chigi ang Dwesion Mansger
confimmng he barms AMDAMGD Al
and condiions 1o be o v Ty i
32 |Reviews and esdorees the LRAM end Mamorandum tor the BCRW fo the Denariman) Marapr
w"'“:"'m'" o o Depuly Administrasar of CRES. NEA BF AMGD Hare el AMGD
1.3 |Rewews amd recomoends b LRAM and Memorandum bor the BCRMEO o the HEA &F 4 {enirty Admurisrator
Agrmremlratar ODACRFS Hone Leor ODACRFS
14 |Approvesidsapprovesidelen (endior sl iInstruction tn be undertaken) fhe = 5 - Acumstrater and Staff
LRAN and Memorandum for the BCRMC and returns b AMDAMGE HEA e . o8
15 |Hecehes the amwadfﬂsappmﬂdﬁlnﬁﬁﬂf;r wabh msinuchson ba be Apcsunt Oficer. Sackon
upgartaksn) LEAMMemorandum for the BCAMED and inforrms the EC. 1T Chvat and (kasoan Wanager
sqjnedfapproved, tansmi a copy of Fhe docunmnts to ASD fof |Gan 1 MaD
dicumantaton and the ongnal copy 1o BOARC though e OCE for e PR REE: S Pone '
cemfemation of e Adminkstabers approval Dipadtmant s
*  Loan documanaio i covared By & 2aparale prooass AMGLY
36 |Confrmaidebars {andion wilh instrestion |& be undardaken | the loan Banrd E‘ﬂ“ CHasman
reslructuring appreval af ihe Adiniabmter S
e Corpargs Secrpduy ang
St
MEA TFE N QGS
W eanfinmed, ARG hal prepars grg lonward The Memomandum far tha Ofice of the BOW Aivaunt Cfices. Sechon
B thiaugh the DCS & e ralification of approsal Chief ang E;-;LTW&'-!W
© I he confamation of laan matracuritg apsroval (s deferrad (andfar wilk & hows
nafucion o ba undertsuen), informs tha EC m&mm
&}
37 |Ratfesidefecs (he approyal of lean restiectng Bza l%ihﬁ""“‘"
I the iatificslion af wan iesuchuling aporovel s dalared (andor wilh HES TF
mainuchon to be unodestsken ), midrmes he EC Office of Ehe BOA None 4 hours Cruporale Secnisy o
Sttt
BLE
o TOTAL [T 20 thays

EMD




LEGEMND:

AND - Apcounis Managemonl [haskn LAAN - Laoan Restnctunng and Appreval Memaranduen

AMGD - Accounts Managamesi @nd Guaranies Depatment MCS0 - Mansgement and Gonsullancy Sarvioss Olhce

ARD - Accdunty Servacay [huisHn HEA - PMasicrsl el ifesalon aoministralon

BCRMC - Bodad Condil & Risk Mansgsemid Comonlise A - Oiffici o the Adminmainel

BO& - Board of Administrabas QEE - 0o ol e Corporsle Georelary

CRFS - Corporata Aessunces and Finanded Senvicas ODACRFS - Ofca of the Dopuly Admnicirator for Corporaie Bescurnss & Financisl Sanices
EC . Flociric Coopseainn R - Rocords Marsgrmont Ll

e PM - Erdanced Infegraed Compuleseoed Plannng Modiel

&



Service 8:

Preogeam o aliow detressed ECs fo recowver ilrough firancial cesruciuring of B8 lean airearsges with RES

Approval of the Board of Administrators of the EC's Request for Loan Restrucluring (Repayment Period of More than & Years)

Apcounts Menagemani end Suasniae Dapammand [(AMGEEY
Aocounts Managemant Divesion (A8CH

Classification:

Highiy Teshhical

Govemment-le-Buaness (28]

Elncine Cooperatmes (EGs)

Chieckiisl of Reuinments

Whers to Secure

1 |Board Raschlon Requesting for Lean Restrectunng {1 onginal capy)

Electr Cooparaive

5 |commilment al ET Boar Nanagement ano Emplcyees 1o luihe! Mo oparabona effcency 1o be able
|o 8l 1ve Yeemes and condbions. of the lcan sesruciring (1 copy)

Ehactric Cocperatvg

3 |Justmcaton far moureence o asmearages andio rrasons for estrucuring (1 copy)

Eleciric Cooperalvg

A I Friten (151 Year irnesiman Flan fe-lCPM) nciuding assumplion 10 propEchon (1 exosl oo

i |PostDebed Checks (Cheduy aquivabent o 1 yean amarhzalion)

Electc Cﬁqﬂﬂﬁlluﬁ_

Elechie Caoparaliva

S

Ma. Client Stops Agoncy Actian Locatian Feos To Bs Paid Time Resgorsitie
1 mmiis he Boand 1.1 IFtll:lil.lm: documents from Rl and endomes fo the Deparimeat and Division Sécimlany and Bopasmond
Fesokibon and olhet Mangger the Beard Resolution @na oEhey reguireme sl s NEA SF AMSD Hians = tdanager
requnamacing AT
el mnents f= o e e
132 |Fonwamds the submitied documents o the Sedion Ched for pre-svaluation HES 5/F Do Marsre
AMDFAMGT A KD
T3 |Fra-evaluaies he submetied Board Resalubon o o8 e g e mers P Agcpunf Dffioer and
Hiore Ceten Ciaad
| AMIDNARGD AND
14 |Acvmes nie EC T ihe submfled reqursmeats are compilete and in erder. B nol,
. i Chit
reguire the EC & submiticomply-asth Bhe reguaemenis "m."r": E:E:u Eﬁ::;;r
* |l necasearny, ensmits i MCSO for commantirecommendalion on citically MES, B/F Mana AN
chalerged ECs AMDVARGD
Drspariiee Marsagar
ARG
7 |Gubmilsihs Board | 21 |Lpon recegl of complels iecuiiaments, processesiovaliates EC's linanoal
Resaluticn and ofver cagrabilily to pay and prapaces Elgilsy Criara - o Pl Riacsiior B
:::lqﬂ-l:llmﬂ- il AMCIARGD [Hone 0 days ait! Dipsedy Blmi)agei
BN
{oompleds and in
Grder)




Ooewswos | Agndetn [ tosson | ressronarwa | FRemed T Remon
"iiEir 1 . - Tl
2.2 |Irdorm EC o the evaluabion, | ehgibis ar ned and the final loan rcommendahon Aopaunt D¥car Section
[ applicabda) an Svisior Adanapar
.u:;:r:n Mona Ahours AR
Danadman! Marrager
AMGD
Submns tha Board | 31 |Piepares and linalizesihe L e e BCRMC (o) (he Admnisyales s | Accouwd Cfcer Sechon Chial
Fesolulion or letler endarsamont of approval o] Chweprod Laringey
wonfarmng the erms HEA S ArdD
and candiiang 16 be AMDIAMGD Nane days
recarimended Drepariodeyy Mivrager
appraval _ _ AN
32 |Reviows and endores tha LR for e BOSRIC B (ke Depuly Admimsiralor of
CHFE MEA SF AMGD P v | day D""’"m"’“"'"”""“
33 |Ressas A recomenands the LRM jor he BCRWG 4 fhe Admmstrato ;
MEA &F Mone ¥ day Lty Ackmnmdraiar
ODACRFS CHIACRFS
Jd [Sgredisapprovesssefirs (anddar wih insftnichon fo be undsraken) e LRM lar |
the HCFEMC s retureg fo AMDVANGD NER TiF On e ¥ daws Ah
38 |Hecenses the signedidsapprovedidefered (anddon wih instrucion 9 be Aomound Officsy Secnom Cruet
sindledphan; LEM ke fie BORMC. leagned tarvemit bo BERMO through ihe ared Dyrar Mniagey
CHEB for approysl M- Hore 4 hiours s
ANOAMGED
* W the lman ipgues & sappoveddalenad (Encm Wil Inslichon 19 be d Onpsetment Mansger
undartzkan), informs tha EC MG
34 [Apprvesidisapprovestdeles (andior with imatmclion 5 be undefaken) fis Hoard and CHavman
endorgenent of the LRM by the SCRMC CRAC
BEA TIF -
CHRce of thip L Comaomte Socrelasy and Shet
(8
* FAte loan request 5 dsapprovedidatarmed (andior with insinecion to be Mone Aocoun! Dficer Sechion Chie!
uncerdloan), miams the EG s Drwgior Mavmager
HEA 5/F i AR
* N asproved. AMGED shall prepare and farwand the Memorandum for the A RIDEEA D
BOA thraugh the DCS o I lean appraval. Bepartnen Manager
ANG
37 |Approvesidsappaoeesidelers the oan iestruchuring requsst Boai aad CRATHAR
* ¥ aoproved, AMGD shall requsst copy of e Bosrd Resolilion/ HEA TIF B4
Cetifscalion for the approval of ihe loan 1o the OCS [ssuance of Olffise af Fie BOA Rone 4 hours ~ 2
CelifcabonBoand Resclution covered by separale process. Compnmte E"';““" o
-




s Aganey Actien ocaton | Foes Tosera | Moo ponsitie
18 |Receives and rviews b Bosnd ResoldlionCerificalion lof the socou Offcer Sechan Chief
Apprenatdisappravalidelemen fandios wish nslruction o be endasaken) of tha and Lsazan Manager
204 of ihe EC's request ard indanms the EC. I spnediappioved, remamils a HE~A 3F M 4 hoars A0
copy of the dosuments bo A5 fer lean documentation AMBUAMGD
Loan documesiaion is coverad by 3 SERAate process n'wm
TOTAL Hona 20 duys

LEGEND.

AND - Aecaunin Msnsgrmen Do
ARGED - dccounis Managemastl and Gosraniss Deanilimen|
B30 - Accous Serwrary Dwisan

BORMLC - Board Cradil & Rns Banpgeme Commtlee
B0, - Bosard ol Admirssisbons

CRFE - Doparak Aesownes @ Frnancisl Bavics
BC - Elecire Conparatms
@ CPM - Ermancad Irisg ra e Com riiangea Funsng Mode

E 10}

LM - Lo Rl ] iy Mo maned o
MECS0 - Manngemenl and Conufancy Semases Ofoe
HEA - Nanal Elecinscaion Adimnsimlon

O, - Drfice af the Adrerisraine

OeCE - Oifich of iha Corpomis Secraiany
CHOACRES - Drhce af the Depoty Admineinmor for Conporale Rescunses £ Financal Sarvces
FMLY - Recoeds B on s Ling




Service %:

other Extra Ordinary Circumstances

Grark of moraloiem or deferment which shall not excesd sm (5] menths o ECs that suffured & loss @ revenus of ai least 50% due 1o nalral calsmiies and clhar axiracadinary
aieuTSlanaes

Approval of the Administrator of the EC's Request for Loan Moralorium/Deferment of Amortization Payment due to typhoons, Natural Calamities and

ﬂlnﬂhlﬂﬁ 'H' e Accouns Maragemant and Guaranies Department (AMGDY
ALY BT Accownds Maragemend Divigion {ABMI)
Claseification: Highiy Technical
Typis of Trnaaction: Government-io-Business (G2E)
Clieris (Who Moy Avail)- Eleciric Gonperaiives (EGs) =
| Checklist of Requirements Where 10 Secre -
1 |Board Regalubon Requestng lor Loan Maorstorum' Dglesment of Amoctizaton (1 pogana copy EBcine Caopanns
2 |dustiicatan for Loan Maratariomi Defsament of Amacizasan (1 copy) Elackric Cocperalive
Mo, | Client Steps Agoncy Action Location | Fees To B Paid ?w mmm :

1 [Submis the Board | 1.1 [Recewes documents from AL and endorses to the Depariment and Diveios Secraiary At Dnpateriost
Reseiuton &l wnar Mangager e Bogn Fesauion and olher ieoulisrments documents. MEA BIF AMED Nars [F
reguTamarts e 0]
dtumanis

L2 |Fomwaids the submitied documents 1o ihe Section Cheel 1o pre-avalusion MEA BF Dvison Manager
AMDIAMGD Hise . AMG
11 |Pie-avaluzies the s bmiind Beard Reseutien and alber equiremenis o Accourd Officer and
AMDARCD Mo - Secton Che!
AMD
T4 [Advses the EC If he submied requinsrenls s compesle and i aiter iTnal. | Aesaime CMcen Sackon
frequie fe EC 1o submiticomply with The réquiremens Cimal dnd Diwvision MaNages
¥ i ts ty DIRAMD o miTeCammendsl HEA &IF . o
NBCESSErY. IrEnsmi Comme o AMDIANGO Mane
Canarimend Maraiper
AMGD
2 |Submitsthe Baard | 21 Wpon receipt of complete requeements, processesievaluates the submitted - S
Fesolsion and other docemanis MEA SF A 8 da ﬂ:ifﬁ.:"d' &;,m?w
requiraments’ AMDAMGT :"' AMD
JOCUmEnts =
{carmplebs and o 22 |irforms the EC ol the doapproval, deferment oo the final mcommendabion Ao Oifficer Saniion
order) Sl a@nd Dhvisipn Manager
NES &F AMD
AMOARGD hane i PO
DOspamment orager
AMGED

£




=0

Client Steps  Agancy Action Location | Fees Tomepuia | Prepmsing. _mesponemis
Submils the Baard 3.1 |Peoaganes and finalees the Mammorandum far ibee Sdminiskraior and Aseming DIfeer Seefaee
Resclution of keltér Memuoranum for BORMG endorsing the Adminsirators approval far ikl heorss 1 days St and D magsr
canfirning the lems conmalion FIRRGHC AMID
and condions 10 52 |33 | Revaews and andorses e Memorandum for the Administator and the BORMG :

e | S | e S W WS G O WNIHIE, e sl wave: | vy | PR
e 33 | Reviews and tecommencs (he lemoranduem for the AdTirsrator and the MEA SIF : g T
BCHMC to e Admiresiralor ODACRES Hone cy ORAGRFS
34 |Approwasidsapprovesidelars (endior itk inmstruchon o be endetakan ihe
Memarandum o e Adminstrator and 1he BCRBC and raburms o KEA TiF Ol Manm 2 days mmwag: i St
AMDAMGD
35 |Recenes Ihe approvedicisapprovedioelarmad [anmor win Instuchon [ be ' h Aceount Difcer. Sechen
undortaken| Mermceandum for the Adminstrator and the BCRMC and informs Caf and Davsion Manager
the EC. If signeclapproved, ransmits a cooy of the documents 1o 250 and NEA 5F Nonw 1 doy AND
F5D and the onginal copy jo BCRMG through the OGS for the confemabon of AMTNNCG D
i Sl Deparimmed Kaiagar
ANGD
3§ |Confrmsidefers the loan moratorium aporoval of the Administrator. igard and Chairemn
CRMG
NEA TF
Cihice of the i hours n o dair:
B, Sratt
o OGS
It §Fe connnmsaman of Kan maralans Bpproval s Setermed {andios win e ACrTon CATGEr SBChon
PEYUCon 1o b uidedaaked ), ol e EC Crief and Suwmsn Marage
MEA SF & houTE BA0
AMDVAMGD
¥ the requestis dissppraovedidedecred. informe tha EC et Manage
ARG
A7 |Rabfmstdafers the foan moratonum approval Board ";_:;"“‘““""
* [ thaw rabficatom o8 laan maralorium approvs s debaemad {andior weth I'J'-:::-D.:I‘I:-I'H None & PIOLITE .
ristriscon (o be underizken], informs. the EC BOA Campasabe Sacmtay ard
Salr
(ot
TOTAL Marie 20 Bays
EMD
LEGERD:

AMD - Accoenis S enagement Deigien

AMGD - Accoums Managament and Claantee Dapadmant
ASD - Accounts Sanacing Divisics

BCRMC - Bowid Cradil & Rk Managemert Commifles
BO& - Boand Of Admssors

CRFS - Corporate Hescucas and Financs? Baricas
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EC - Electng Coaparalsng
REA - Matinnai Elecirdicabion admisnairation
O - Deltca of tha Admiresiralon
OG- Office of e Corponde Seonstary

DOACRFS - Clios ol the Desputy Adminigtialos o Corporeia Rescurces & Fnancal Sereces
EMIL - Reconds Manageman Lind




Sorvice 10:

Approval of the Administrator of the EC's Request for Loan Validity Extension

Grand edesnns of e loan vaildey penod of BC s undrasn koan balenos with MEA for up lo fwa (2 years if warranis

mm‘, Accounts Marageman] and Guaranies Departmenl (AMGO)0
S it Accounts Managernent Drvissan {AA0)
Classification: Compéax Transacton
Type of Transaction: Governmesl-o-Buesiness (G2B) ==
Clignts (Who May Avail): Elecine Cooparaiives (ECs)
Checklist of Reguirements Whete 1o Secure
1 |Baad Resslubarn Reguesling for Valdity Exengion of the Lindrawn Laan Balanos (1 angnal copy) Elaciric Conperadiee
2 Efn:.‘jun‘hhl:ﬂmm ler ihe joan valdiby exiension and non-implemeniadan of ihe programmed projeds | Blactric e
3 : Siahes u-l.ln.whm&nmm ot mu;;f;u-l;ﬁd prajects o be financed by the UTIIM;;II—:;-I'I-';!;IIEII'EE-I'I coEy Elechic Cooperalie
No. | CliontSteps Agency Action Lovation | Fees ToBePaia | Proroseing Person
I |Submits the Board | 11 [Recewes documents from RMU and endarses 1o the Departmant and Division Socrotary and Departmer
Fesolufion and oibar Managar the Board Ressiuion and el requirsmanis aecuments NEA BF AAGD Mo Mamagar
rEquiremanis ARG
clesisanly
12 |Forwaros the subeniited documents fo the Sectan Chied for pre-svalusion MEA BF M Duwsicn Maragar
AMDIARGD - AID
13 |Presusuaies Ihe suamilled Basrd Recshficn and olher squiremsanis deeauing Do and
AERbI Mane - Sectan il
AMEXAMGD AMD
14 |Adwses the EC W the submitted reguraments &= complete and @ ongar i not _m"fﬁﬁrﬁ-iﬁﬁ"_l
ragjure the EC ko submilicomply with the requirsments ik et and U:E_?" Manager
AMEVAMGD .
Dapatrren! Managor
ARTED
2 [Subwnils the Board | 21 [Upon receipt of comglele réquiements. preparelpracads and finalzs (he Aczanl OMEBT. Secnod
Foegadution and e evaluaion and Memorandurm Tor he Adminsiraios kar the sgorovsl of he {:fae® and Diviomn Managar
rec] et regjuEs MES &F 3 AhAD
documents AR AMCED Mane 2% days
(coimpete and in Eﬂﬂmm gmm-r
pedary — e
P i'ﬂmm art andorses e Memarandum for the Adrmimstrator 2 the Capoky Degiariment bansge
| Acdministrator of CRFS MEA S'F AMGE hone 4 hours el
23 |Reviews and meommends e Memarardum for the Adminikireios o the MEA GiF N b Cepuly Admvwistraior
Padrrinistrator DOACRFS He il DDACRFS

Bl



Clent Stops

e

24 Moproves’dsapproves/defes (andor with instnsction o be undarakan) the Ackminisianoe ard Sian

rexquest for koan valdiy extension and relums o AMDAMGE INEATIT A Mane Fiap O

- 25 |Recaives the aporovedicsaoproved, cefermad (endior with instruchion to be Aeocen! Offcer. Sachion
undertaken] Mamosandum fo¢ the Adminstratos grd informs the EC 1 it and Drvsson Mimsge:
sOrediap R, trensmits & copy of thedocumsants ta S50 fior MEA SF " Fro— A0
deCumentalion SRCAMGT

Fopadiment Managor
AMIE[
TOTAL Hanp T doys

EME

LEGEND:

AMD - Arcoairrs Aansgament Dakiom

AMGD - Avcouns Managemen! aad Guaraniss Deganmean
ASD - Acooumis Servicing Division

BCRME - Bosed Credi & Rizl Managemen Commifles
BOA - Bagid of Adgmimahahons

CRFS - Coporaie Resouces anl Foeecial Sendices

BC - Elecing Coapaiilied
MEA - Hationad Elsctriicatan sdminisiraion
QA - Ofce af the & dmaesiraior
OCE - Qe of the Copotale Secretary

COACRFS - Dfica of B Deguty Adminsitder for Copo Resowmes & Financiak Sanaces
AN - Facornds Managenant Und




Service 11: Documentation of EC Approved Loan
Electric Cooperatives approved loan under the following MEA Loan/Credit Facilities:

e = Coan e L By

10
11

Rural Electrifization (RE) Loan - Capital Expenditure Projacts and Logishos
Emergency, Unplanned and Canlingency CAPEX Projects and Disasier Rasiliancy Program (EUCDRP)
Mon-network CAPEX Projects and Smart Gnid Requirements fior EC

Single Digit System Loss (SO3L) Loan

Stand-by Credit Facility (SCF)

Short-Termn Credit Facility (STCF}

Cakzmity

Concessional

Warking Capital (WC)

A Power Accaunls b, Sesunty Deposit o Tax d Ratirameni
Perwer Supply Guaraniee

Loan Restruclunng

Department/Division:

Accounts Management and Guarantee Department (AMGO )
Accounts Servicing Division (ASD)

Classfication:

Complex Transaction

Type of Transaction:

Government-to-Business [G2B)

Clients (Who May Avail). Electric Cooperatives (ECs)

Checklist of Requirements

Where to Secure

Board Resolution suthorizing the Bosrd President and General Manager or other autharized Officars
1 |to=ign the LoaniGusrantes Contract, First Mortgage, Ceed of Assignment of Proceeds of Power
Billimga in favor of HEA, Promigsory Mote and Affidawvt of Surrander of Cartilicatens of Title

Etectric Cooperative

Beard Resolution authonzng the Board Presdent and General Manager or other authorized Olficers

Electric Cooperative
2 o Assign (he Proceads of the EC's Power Billings in favor of NEA o
5 Photocopy of governmen! issued (dentificaton documents (I0) of the Board President and Gensral Eleclric Cooperative
KManager or other authonzed Officers —
A Original copy/ies of Transfer Certficate of Title/s (TCT/s) or authenticated TCTs for ECS with M35 Electric Cocperative

{if appicabde) listed in the List of Morigaged Properties-Annex "C2” {if applicable)

c mﬂnﬂiﬂuﬂﬁﬂﬂ.ﬁtﬁd copyiies of Tax Daclaration/s (T Dvs) of proparties ksled i the "Lois and Electric Cooperative
Bullding -Annex "C2" (f applcable)

6 E:n_p:,-fies of l:}ri_'u:ial Recapt's 1C|:H.'s;| of Eamunl of Real Propery Taw'es (RPTs| for Lols and Eleciric Sraii
Buikding listed in the Annax "C2 (¥ applicable) oo

7 |Appraisal Report {f applicable) Eleciric Cooparative

65




ey Fm-?p Be | Processing Person
No. Client Steps Agency Action Location Paid Time Responsible
Receves copy of ﬂpprﬂved LF_EA[HGRAD ar NES E/E Clark
1 |MEA Board Resolution approving loan or AMDIAMGE Mone 15 minutes ASO
Cerlification of Loan Approval issued by OCS
Data Encoder. Loans
Prepares/checks/reviews the Loan /Guaraniee AnslystdSr Loans
Contract, First Morigage. Deed of Assignment MEA &F Analyst Loans
of Procesds of Power Billings in favor of NEA, | ASIVAMGD Managemant Chigd,
Fromissory Mote, Affidavit of Surrender of Division Manager
3 Cartificatels of Title, initials/signs the e | day and ASD
Transmittal Sheet and tranamits to EC for § hours _
signing For contract review:
MNEA 2/F Lrepamnent Manager
* It necessary endorse 1o LSO/OGCC for LSO AMGD
review Depuly Adrmunistratar
GRES
Receivas signs and
submits the Lean
F:Euara:nlea iy Recewves onginal signed copies of the
First Mortgage, Deed of
. Loan/Guarantee Contract, First Morigage,
Assignment of Proceeds NEA 5/F Clerk
1 of Power Billings in 1.1 |Deed of Assignment of Proceeds of Powear ASDIAMGD Hona 15 minutes ASD
favor of NEA Billings in favor of NEA, Promissary Mats,
Promissory Nate, Affidawvit of Surrender af Certificatels of Tille
1.-ﬂ'un‘fhl:lﬂ'n..'it of Surrender of
Carlificate’s of Title
Loans Analyst/Sr
Checks/evaluatesiraviews tha Loans Analys!, Loans
complelenessicorractness of the submitted Managemen! Chiel
12 fizan ocimen AT | e | s | e e
If the submitted Loan Cocuments are not AEl
compliant, infarm the EC to comply. Dﬂﬂﬂ”ﬂ;ﬁﬂﬂéﬁﬂﬂﬂﬂﬂf




_ TR Fees To Be | Processing Person
No, Client Steps Agency Action Location Paid Time Responsible
Drata Encoder, Loans
AmalystSr. Loans
Affies Initals on the Loan/Guarantee Contract, Analyst, Loans
First Mongage, Deed of Assignment of Managerna il Chiel
1.3 Froceads of Power Billings in favor of NEA, MNEA &IF None | day and Division Manager
 |Promissory Note, Afhdavit of Surrender of ASDVAMGD £ Nours ASD
Certificate’s of Tille and transmits the i
documents to the authorized NEA signatories, Secretary. Depariment
Manages
AMGD
Receives/reviews/signs the Loan/Guarantes T Sﬁ::ﬂf"}' ﬁﬁ”—"
Confract, First Mortgage, Deed of Assignment o
S - LSO LSO
1.4 of Proceeds of Power Billings in favor of NEA, Nora 2 days
Promissony Note, Afiidavit of Sumender of NEA 5IF Secretary, Deputy
Certificate’s of Title of autharized MEA CRFS Acdministralor
signatories and transmits to ASD CRFS
Recefves and facilitates the nctarization of the For the account Dita Encoder, Loarns
L signed Loan Decuments MEA SEASDI s theborrawer | 1 TOU"® Andalysisy. Loans
Analysl, Loans
Managemeni Chiefl
2 Motarization of the Loan 5 Recelves/files/digitizes the notarged Loan MEA SiF i A FiAaE Division Marager
Documents ' |Documents (NEA Copy) ASDIAMGD ASD
TOTAL None 7 Days

END

LEGEHND:

AMD - Accounts Managemsnt Dovision

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

CRF3 - Corporate Resowrces and Financial Services

GRAD - Guarantee Hecommendation gnd Approval Documsni
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LRAD - Loan Recommeandation and Approval Documant
LSO - Legal Sernces Office
OCS - Office of the Corporate Secretary

QGCC - Office of the Government Corporate Counsel
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1. Lean Requirements for Approval of Shorl-Term Credit Facility (STCF) and Standby Credit Facility (SCF)

Reguirements Where to Secure
A. General Requiremanis
1. Board Resolution (1 eriginal copy) requesting for loan and furiher autharizing the following
a The Board President and the General Manager or other authorized officers to sign any and all dacuments
necassary for the purpese including Affidavit of Surrender of Ceriificate’s of Tille
b, The Board President and the General Manager or other authorized officers to Assign the Proceeds of the EC's : _
Pawer Billings in favor of NE& Elactric Cooperative

3.

|

12-Month Projected Statement of Operation and Cash Flow Statements including schedules and assumptions to
projections (1 excel copy)

Concrete steps on how 1o addrass the cash shorttall (for STCF) {1 copy)
Latest power bill from GENCO and Market Operator (for SCF) (1 copy)

B. Other Supporting Documents (if applicable)

1.
2

oo~ oo s

10
11
12

CostiBenafit analysis (1 copy)

Cash shortfall computation and the actual number of days of the billing cycle {from GENCO's billing to collection with
consumers) (1 copy)

ECs averfunder recovenes of power cost (1 copy)

Sourca of debt servicing for the loan and DEM analysis computation {1 copy)

List of Powe: Supplier/s including EPSA and the term of sand contracts and the confracted capacity (1 copy)

Siatus of Competitve Selection Process (CSP), term of the conlract and capacity 1o be contracted {1 copy|
Approved Cash Operating Budget (COB) inclusive of the lcan (1 copy)}

AGMA approval of the loan (1 copy)

EC confirmation of the loan amount and/or ather terms and canditions 1o be recommendead for approval {1 copy)
Latest Audited Financial Statement andfor Monthly Financial and Statistical Report (MFSR) (1 copy and axcal copy)
Schedule of payment for Restruciured Power Account and Special Payment Arrangement (SPA) (1 copy)

Docketed ERC Application for Over/Under Recoveries, status of the filed application to the ERC and schedule of
refund’collection {1 copy)

Electnc Cooperative




2. Loan Requirements for Approval of Rural Electrification (RE) Loan - Working Capital

Requirements Whare to Secure

A, General Requiremeants
1. Board Resclution (1 onginal copy) requesting lor loan and furlher authorizing the following:
a. The Board Prasident and the General Manager or ether authorized officers to sign any and all documeants
necessary for the purpese including Affidawt of Surrender of Certificate/s of Tille
B. The Board President and the General Manager or other authorized officers to Assign the Procesds of the EC's
Power Billings in favor of NEA
2. B-Year Projecied Finandial Statements Plan {e-ICPM) (1 excel copy)
3. Applicable requiraments based on the purpose of the loan:
a Power Supply Contract Chiigations Electric Cooperative
| Reason/Justification of the availment of loan (1 copy)
it. Power Supply Contract/s (1 copy each)
b Spedcal Retirement Package for Employees
| NEA Approved Special Retrament Program {1 copy)
i, List of employses avalling of the retirement under the program including computations {1 copy)
il CostBanafit analysis (1 copy)
c. Tax Obligations
I Tax Assessment ar other equivalent documeant (1 copy)

B8 Other Supporting Documents (if applicabla)

Source of debt servicing for the loan and DSM analysis computation (1 copy)

Approved Cash Operating Budget (COB) inclusive of the loan {1 copy)

AGMA approval of the loan (1 copy)

Latest Audited Financial Staternent andfer Menthly Financial and Statistical Report (MFSR) {1 copy andlor excel copy)
Assumplions 1o projections and references (1 copy andior excel copy)

EC confirmation of the lean amount andfor other terms and conditions te be recommended for approval (1 cooy)
Schedule of payment for Restructured Power Account and Spacial Payment Amangemeant (SPA) (1 copy)

Docketed ERC Application for OverUnder Recovenes, status of the filed application to the ERC and schedule of
refundicallection {1 copy)

Electne Cooperative

R
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2, Loan Requiremenis for Approval of Rural Electrification (RE) Loan - Working Capltal

Requirements

Where to Secure

9. Additional requirements based on the purpose of the loan;
a  Powear Supply Contract Obligations

i Cash shorifall computation and the actual number of days of the billing cycle {from GENCO's billing to
collection with consumers) (1 copy)

i, CostBensfit analysis (1 copy)
iil. ECs overlunder recoveries of power cost (1 copy)
i, Latest power billings and highest power bill from GENCO/s. including 3PA (1 copy)

v List of Power Supplier’s mcluding EPSA and the term of sasd contractis and the contracted capacity {1
<apy)

vi, Status of Competitive Selection Process (CEP). term of the contract and capacity to be contracted {1
b Special Retirament Package for Employees

i.  Computation of past Service Cost/Retirernant Obkgation |1 copy)

ii. Latest Actuarial Valuation Report (if any) (1 copy)

ii.  Evaluabon from 0D, if the purpose of the loan is retirement (1 copy)
c. Tax Obbgations

i Erieferichronology of events of the said account (1 copy)

i, Flnal Assessment Notice {(FAN), Formal Letter of Demand (FLD) and Compromese Agreement, f any (1
<apy)
i Assessment of Payment from municipaliprovincial office and the period covered (1 copy)

Electric Cooparative

7




1. Loan Requirements for Approval of Power Supply Guarantee Program for ECs

Requirements

Where to Secure

A General Regquirements

1

e £

6.

Board Rezoluton (1 orginal copy) requesting for laan and further autharizing the following:

a. The Board Presdent and the General Manager or other authorized officers to sign any and all documents
necessary for the purpose including Affidavit of Surander of Certificates of Titlke
b. The Board President and the General Manager or other authorized officers to Assign the Proceeds of the EC's
Power Billings in favor of NEA
2-Year Monthly Projected Financial Staternents Plan {1 excel copy)
Latest Audited Financial Statement and Monthly Financial and Statistical Report (MFSR) {1 copy and excel copy)
ERC-approved Power Supply Agreement (1 copy)

IEMOP Certificate of Qualification for registration andior Self-Assessed trading hmit or other eguivalent document, if
applicable {1 copy)
Transmission Supply Agreement, if applicable (1 copy)

Electric Cooperative

B. Other Supporting Documents (il applicable)

%

-

Latest power billings and highest power bill from GENCO/s, including SPA (1 copy)

Letter/Notice requiring & Guarantes Cover including the amount required and its computation (if any) (1 copy}
EC confirmation of the loan amount andlor other terms and conditions to be recommended for approval {1 copy)
Assumptions to projections and references (1 copy and/or axcel copy)

Approved Cash Operating Budget (COB) inclusive of the loan (1 copy)

Schedule of payment for Restructured Power Account and Special Paymant Arrangement (3PA) {1 copy)
Docketed ERC Application for OverUnder Recoveriesa. status of the filed application to the ERC and schedula of
refundicollection (1 copy)

Electnc Cooperative

T2




4. Loan Requiremeonts for Approval of Concessional Loan

Requirements

Where to Secura

& General Requirements
1. Board Resclution (1 ongmal copy) requesting for loan and further authorizing the following:

a The Board President and the General Manager or other autherized officers to sign any and all documents
necassany for the purpose including Affidavit of Surrender of Certificata/s of Titie

b The Board President and the General Manager or ather authorized officers to Assign the Proceeds of the EC's
Power Billings in favor of NEA

2. 15-Year Invastment Plan (e-ICPM) (1 axcel copy)
3. Applicable reguirements based on the purpose of the loan:
a CAPEX Project

i, Project Profile/Justification/Bill of Materiale/Detailed Costing including fimetable for the implementation of
the project {1 copy)

b, Power Account
i Cost/Banefit analysis {1 copy)

Elecinc Cooperalive

B. Other Supperting Documents (if applicable)
1. Other applicable requiremeants basad on the purpose of the loan
4. CAPEX Project
i, NEA Evaluated Project Cost and its attachmenis (refer to the progess and requirernents of DRRMD for
calamity-related projects, TEREDD for construction/improvement/rehabilitation of bullding and struciures

and Renawable Energy projects, ITCSD for IT-related projects and SCADA (IT equipmentimateriais), CPO
far Non-Network CAPEX Projects, and ED for all other CAPEX projects not mentioned) {1 caopy)

i, Docketed ERC approvalapphication of EC's CAPEX projects (1 copy) inchuding the following:
Annexes (1 copy)
» Status of filing/application to the ERC (1 copy)

»  Manfestation to the ERC for project/cost modification and/or earty implemantation of the project/s
and its status {1 copy)

i, Status of project implementation (1 copy)

v, Inventory of all vehicles including the serviceabie and unsarviceable vehicles, if purpose of loan iz vehicle
aoquisition {1 copy)

ED (MEA 6/F), DRRMD
(NE& &F), TEREDD
IMEA &/F and TF),
ITCSD (MEA 2/F) and
CPO (HNEA 7/F)

Electric Cooperative

T3




4. Loan Requirements for Approval of Concessional Loan

Requirements

Where to Secure

oo~ Mmoo kWM

W

Rate |mpact or letter/manifestation of no RFSC rate increase to be implemented by the EC due to the
project (1 copy)

b, Power Account

b
W

Wi

Cash shortfall computation and the actual number of days of the billing eycie (from GENCO's billing to
collection with consumers) {1 copy)

ECs cvariunder racoveries of powser cosl (1 copy)

Source of debt servicing for the loan and DEM analysis computation (1 copy)

Latest power hillings and highest power bill from GENCO/s, including SPA (1 copy)

List of Power Suppliers including EPSA and the term of gaid contract/s and the contracied capacity [1

COpY}
Fower Supply Contract/s (1 copy each)

MCS0 evalustionrecommendation {1 copy)

Appraved Cash Opearating Budge! (COB) inclusiva of the loan'project (1 copy)

Approved Workplan inclusive of the loan/project {1 copy)

AGMA approval of the loan and the CAPEX project {if applicable) {1 copy)

Status of Competitive Selection Process (C5P). term of the contract and capacity to be contracted (1 copy)

EC confirmation of the loan amount andfor other ferms and conditions o be recommended for approval (1 copy)
Aszumplions o projections and references (1 copy and/or excel copy)

Latest Audited Financial Statement andior Monthly Financial and Statistical Report (MFSR) (1 copy andior excel copy)

Electric Cooperative

MCSO (NEA 4/F)
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5. Loan Requiremaents for Approval of Calamity Loan

Requirements Where to Secure
A, General Requiremenis
1. Board Resolution (1 original copy) reguesting for 1oan and further authorizing the fallowing:
a  The Board President and the General Manager or other authorized officers to sign any and all documenits
necessary for the purpose including Affidawit of Surrender of Certificatels of Tille
b. The Board President and the General Manager or other authorized officers to Assign the Proceeds of the EC's  |E/ectric Coaperative
Power Billings in favor of NEA
2. Bl of materials (1 copy and excel copy)
4. DamageRestoration Report (1 copy)
4, Photos of damaged distribution system (1 copy and e-copy)
B. NEA Evaluated Project Cost and ils attachments (refer 1o the process and requirements of DRRMD) {1 copy) DREMD {NEA 8/F)
C. COther Supporing Docsuments (if applicable)
i

RFSC analysis including assumptions fo projections and references (1 copy or axcel copy)
2. EC confirmation of tha lcan amount andfor sther terms and conditions 1o be recommended for approval [ Copy)

Electric Cooperative
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6. Loan Requirements for Approval of Modular Generator Sets (GenSets) Loan

Requirements

Where to Securs

& General Requiremenis

1 Board Resolution {1 onignal copy) requesting for ioan, duly signed by all attending Board of Direclors and the General
Manager and further authorizing the folicwing
a. The Board President and the Ganeral Manager or other autherized officers to sign any and all decumaents
necessary for the purpose including Affidavit of Sumender of Cerificatels of Tilke
b. The Board President and the General Manager or other authorized officers to Assign the Proceeds of the EC's
Power Billings in favor of NEA
2 Boeard Resolution (1 original copy) authorizing the acquisiion of gensets, duly signed by all attending Board of
Chrectors and the General Manager
3, 15-Year Invesimen! Plan {e-1CPM) {1 excel copy)

e s

Electric Cooperaive

B NEA Evaluated Proiect Cost and iis attachmeants (refer lo the process and regquirements of ED) {1 copy)

ED (NEA &/F)

C  Other Supporting Docurments (if applicabla)

Signed coniract between the EC and the winning bdder (1 copy)
Bidcing documents of the acquisition of GenSets (1 copy)
AGMA approval of the CAPEX project and loan (1 copy)

Rate Impact or letter/manifestation of no RFSC rate increase to be implemented by the EC due to the project (1 copy|
Appioved Cash Operating Budget (COB) indusive of the loan/project (1 copy)

Approved Workplan inclusive of the lban/project {1 copy)

Status of Competitive Selaction Procass (CSP), term of the confract and capacity o be contracted {1 copy)

EC confirmation of the loan amount and/or other terms and conditions to ba recommeandad for approval (1 copy)
Assumptions fo projections and references (1 copy andfor excel cogy)

113 Latest Audited Financial Statemert and/or Monthly Financial and Statistical Report (MFSR) (1 copy and/or excal copy)

@~ N BN -
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7. Loan Reguirements for Approval of Renewable Energy Loan

Requiregmenis

Where to Secure

A. Gereral Requiremenis
Pre-development Stage:
1. Board Resalution siating interest to develop a renewable energy project (1 anginal copy)
2. Board Resaolution to enter into Joint Venture with other stakeheldars {in case with partner/s) (1 ongiral copy)
3. Board Resolution {1 original copy) requasting for loan and further authorizing the following.
a  The Board President and the General Manager or other authorized officers 1o sign any and all documants
necessary for the purpose including Affidavit of Surrender of Cerificater’s of Tille
b. The Board President and the General Manager or other authorized officers to Assign the Proceeds of the EC's
Power Billings in favar of NEA
d. Pre-feasibility study {1 copy)
5. Renewable Energy Serice Contract (RESC) - Pre-development (1 copy)

Develapment/Construction Stage (along with the requirements of the Pre-development Stape).
1. Feasibility SwdyDelailed sngineaning design {1 copy)
2. Financial Model of the renewable project (1 copy and excel copy)
3 Genaration rale mix (1 copy and excel copy)
Repair/Rehabilitation of Existing RE Project:
{. Board Resoltion (1 original copy) reguesting for loan and further authorizing the following:
a  The Board President and the General Manager or other authorized officers 1o sign any and all documents
necassary for the puiposa including Affidavit of Surrender of Certificatels of Tilla
b. The Board President and the General Manager or other authorized officers to Assign the Proceeds of the EC's
Power Billings in favor of NEA
2. Project Profie including project justification, imeline of prosect implemeantation or feasibility study (1 copy)
3. Bill of materials (1 copy and excel copy)
4. Financial Medel of the renewable project (1 copy and axcel copy)
5, Generation rale mix {1 copy and excel copy)

Electric Cooperative

B Other Supparing Documents [if applicable)
1. NEA Evaluated Project Cost and its attachments {refer io the process and reguirernents of TEREDD) {1 copy)

TEREDD (MEA 6/F)
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7. Loan Requirements for Approval of Renewable Energy Loan

Requirements Where to Secure
2. NEA Approval on the projectiinvestment per Memorandum No. 2022-12 (1 copy)
3, 15Year Investment Plan (e-ICPM} {1 excel copy)
4, Assumplions o projections and references (1 copy and/or excel copy)
5. Approved Cash Operating Budgst (COB) inclusive of the loaniproject {1 copy)
& Approved Workplan inclusive of the loaniproiect (1 copy)
7. AGMA approval of the renewable energy project and loanfnvestment {1 copy)
8. Effect and treatment of the project. particularly on the rate impact on EC's operations (average systems rate and Elmctric Cooperative
average pawer rate) with and withoul the project {1 copy)
8. EC's trealment in ils booke of accounts, particularly on the billing/collection of power bills with consumears and payment
of loan (1 copy}
10 Computation of Net Present Value {NPV) and Internal Rate Return (IRR) of the project {1 copy)}
11 Stalus of Competitive Selection Procass (CSP). tarm of the contract and capacity o be contractad (1 copy)
12 Corfirnation of the loan amount andior terms and conditions to be recommended for approval (1 copy)
13

Latest Audiled Financial Statement and'or Monthly Financial and Statistical Repart (MFSR) (1 copy and/or excel copy)
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8. Loan Requiremants for Approval of Single Digit Syatem Loss (SDEL) Loan

Requirements Where to Secure
& General Requiremenis
1. Board Resolutien (1 original copy) requesting for laan and furthar autharizing the following:
a. The Board President and the General Manager or other authorized officers to sign any and all documeants
necessary for the purpose including Affidavit of Surrender of Certificatels of Tithe
5. The Board President and the General Manager or other authorized officers to Assign the Proceeds of the EC's  [Electric Cooperalive
Power Billings in favor of NEA
2 Propct ProfileiJustification including timetabia for the mplementation of the project (1 copy)
3. Costbenafit analysis (1 copy)
4. 13-Year nvestimant Plan [(e-ICFM) (1 excel copy)
B. NEA Evsluated Project Cost and its attachments (refer to the process and requirements of ED) (1 copy) ED (NEA &/F)

. Other Supporiing Documents [if apphicaibds)
1, Dockeled ERC approvalapphcation of EC's CAPEX projects (1 copy) including the following:
a Annexes (1 copy)
k. Status of flingfapplication ta the ERC (1 copy)
e, Manifestation to the ERC for project/cost madification andior eardy implementation of the project/s and its stahis
{1 copy}
Staius of project implemeantation {1 copy)
AGMA approval of the CAPEX project and loan (1 copy)
Rate Impact or letter/manifestation of na RESC rate increasa to e implemented by the EC due to the project (1 copy)
Projacted system loss reduction (in M\Whr and peso equivalent) with and without the project (1 copy)
Approved Cash Operating Budget (COB) inclusive of the loan/project (1 copy)
Approved Warkplan inclusive of the loan/project {1 copy)
Status of Competitive Selecton Process (CSP), term of the contract and capacity to be contracted (1 cony)
8. Confirmation of the loan amaunt andfor terms and condifions to be recommended for approval (1 copy)
10, Assumpbons 1o projections and references (1 copy and/or excel copy)

R R

11 Latest Audited Financial Statement and/or Monthly Financial and Statistical Report (MFSR) (1 copy andior excel copy)

Electric Cooparative
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8. Loan Requirements for Approvai of Emergency, Unplanned and Contingency Capital Expenditures (CAPEX) Projects Loan and

Disaster Resiliency Program

‘Requirements

Where to Securs

f. General Reguirements
1 Board Resolution (1 aniginal copy) requesting for lnan and further autharizing the fallowing:
a. The Board President and the Genaral Manager or other authorized officers to sign any and all documents
necessary for the purpese including Affidavit of Surrender of Cerificatels of Tille
b. The Board President and the General Manager or other authorized officers to Assign the Proceeds of the EC's
Power Billings in favor of NEA
2.  Project Profilel Justfication/Bil of Materials/Detailed Cosling including timetable for the implemantation of the project {1
CopY)
3. 15-Year Invesiment Plan (e-ICPM) (1 excel copy)

Electric Cooperative

B NEA Evaluated Project Cost and its attachments {refer to the process and requirements of DRRMD for calamity-related
projects, TEREDD for construction/improvementirehabilitation of building and structures, ITCSD for IT-related projects and
SCADA (IT equiprment/materais), CPO for Non-Network CAPEX Proiects, and ED for all other CAPEX projects not
mentioned) (1 copy)

ED [NEA GIF ), IR AND
(NEA &F), TEREDD
(NEA 7/F), ITCSD
(NEA 2/F} and CPO
(NEA, 7/F)

C. Other Supporting Documents (if applicable)

1 Dacketed ERC approval/application of EC's Emergency CAPEX filed within 60 days after tha start of project
impementation (based on ERC Rasolution No. 26 5 2009) or as regular CAPEX projects (1 copy) including tha
followwing:

a,  Annexes {1 copy)

b. Price referance (if necessary) {1 copy)

. Statusof filing/application 1o the ERC {1 copy)

d. Manitestation to the ERC for project/coest modificaton and/or early implementation of the projact/s and its status

[1 copy)

Status of project implementation including Gantt ChartTimeline of implementation (1 copy)

AGMA approval of the CAPEX project and loan (1 copy)

Rale Impact or letter/manifestation of no RFSC rate increase 1o be implemented by the EC due 1o the projesct (1 copy)
Approved Cash Operating Budget (COB) inclusive of the loan/project {1 copy)

Approved Workplan inclusive of the loan/project {1 copy)

Status of Compefitive Salection Process (CSP), term of the confract and capacity to be contracted (1 copy)
Corfirmation of the loan amount andfor terms and conditions lo be recommendad for approval {1 copy)

Assumptions to projections and references (1 copy andfor excel copy)

0 Latest Audited Financial Statement andfor Monthly Financisl and Statishical Report (MFSR) (1 cepy and/or excel copy)

=0~ bW
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10, Loan Requirements for Approval of Non-Network CAPEX Projects and Smart Grid Requiremanis

Requiremenis

Where to Secure

A General Requireaments
1. Board Resalution (1 crginal copy) requesting for laan and further authorizing the followng:

a. The Board President and the General Manager or other authorized officers to sign any and all documents
necassary for the purpasa inciuding Affidavit of Sumender of Certificate’s of Titke

b.  The Board President and the General Manager or other authonized officers to Assign the Proceeds of the EC's

Power Billings in favar of NEA
2 Docketed ERC approvaliapplication of EC's CAPEX projects (1 copy) including the following.
a. Annexes (1 copy)
k. Project ProfileTescripbonfdustification (1 copy)
c. Detalled Costing/Bill of Metarjals (1 copy and excel copy)
3, Appraved Cash Operating Budget (COB) and Workplan indusive of the loan/project (1 copy)
4. 15-Year Invesiment Plan (e-ICPM) {1 excel copy)

Electric Cooperative

B MNEA Evaluated Project Cosat and its attachments (refer to the process and requirements of TEREDD for
constructionimprovement’ rehabiktation of building and structures, ITCSD for [T-related projects and SCADA (IT
equipment/materials), ED for SCADA (line eguipmentimaterials), and CPO for other Non-Metwork CAPEX Projects not

mentioned) (1 copy)

TEREDD (NEA 7/F).
ITCSD {(NEA 2/F).ED
{NEA &/F) and CPD
(NEATIF)

C. Other Supporting Documents (if applicable)

Status of filingfapplcation 1o the ERC {1 copy)

Manifestation to the ERC for project/cost modification andior early impiementation of the preject/s (if applicable) and
its siatus (1 copy)
4 Siatus of progect implementation including Gantt ChartTmmaline of implemantaton (7 copy)
5 AGMA approval of the CAPEX project and loan {1 copy)
£. Rate Impact or letter/manifestation of no RFSC rate increase to be implemented by the EC due to the project (1 copy)
7. Inventory of all vehicles including the serviceable and unserviceable vehicles, if purpose of loan s vehicle acquisiion
{1 copy)
B. Siatus of Compelitive Selection Praocess (CSP), term of the confract and capacity to be confracted (1 copy)
& Confirmation of the loan amount andfor terms and condifions to be recommended far approval {1 copy)
10, Assumptions to projections and references (1 copy and/or axcel copy)
11 Latest Audited Finandal Statement and/or Monthly Financial and Statistical Report (MFSR) (1 copy andfor excel copy)

Electric Cooperative
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11. Loan Requiremants for Approval of Rural Electrification (RE) Loan - Capital Expenditure (CAPEX) Projects and Logistics

Requirements

Where to Secure

4. General Requirements

1. Board Resoluton (1 original copy) requesting for loan and further authorizing the followng:
g. The Board Prazident and the General Manager or other authorized officers to sign any and all documants
necessary for the purpose including Affidavit of Surrender of Cerificatels of Title
b. The Board President and the General Manager or other authorized officers to Assign the Proceeds of the EC's
Power Billings in favor of NEA
2 Docketed ERC approvaliapplication of EC's CAPEX projects (1 copy) including the following
Annexes {1 copy)
Purposa/Dezcription/Justification (1 copy}
Status of filing/application {1 copy)
Manifestation to the ERC for projecticost modification and/or sarly implementation of the project's and jis status
(if applicabie)} {1 copy)
& Total project cost and sources of funding (1 copy)
{  Timeline of implementationfcompletion of the project {1 copy)
3 16-Year 1r|.n.-'a__s:_1mﬂn’r Plan (e=ICPM) {1 excal copy)

ap ow
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B. NEA Evaluated Project Cost and iis attachments (refer to the process and requirements of DRRMD for calamity-related
peojects, TEREDD for constructionfimprovement/rehabilifation of building and structures and Renewable Energy projects,
ITCSD for IT-related projects and SCADA (IT equipmentimaterials), CPO for Non-Network CAPEX Projects, and ED for all
other CAPEX projacts not mentionad) (1 copy}

ED (MEA &/F), DRARMD
(MEA G/F), TEREDD
(NEA 6/F and 7/F),
ITCSD (NEA 2/F) and
CPO (NEA 7/F)

. Other Supporting Documents {if appicable)
1. Techmcal/Financial Analysis;
a. Impact/Cost Banafit Analysis such as reduction in system loss, power qualily improvemnet, short circuit analysis
for substaton site, system reliability, incramantal sales in Kwhr and mpact on rates {1 copy)
b, MPY. IER ard Cost/Benefit Ratic Analysis (1 copy)
AGWMA approval of the CAPEX project and loan (1 copy)

Rate Impact or letter/manifestation of no RFSC rate increase to be implamented by the EC dus to the project {1 copy)

4, Summary of projects based an ERC filng and yearly drawdownitimeline of implemeantation, including status of project
implementation and source of funds for the implemented projects, physical targets, NPVARR/RQI and sysiem loss
reduction {see atached Template A1) (1 copy}

Electric Cooparative
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11. Loan Requirements for Approval of Rural Electrification (RE) Loan - Capital Expenditure ([CAPEX) Projects and Logistics

Requirements Where to Secure

5 Inventory of all vehiclas including the servceable and unsarviceabls vehicles, if purpose of loan is vehicle acquesition
{1 copy)

Approved Cash Operating Budget (COB) inclusive of the loanfproject (1 copy)

Approved Workplan inclusive of the loanfproject {1 copy) : :
Status of Competidive Salection Process (CSP), term of the contract and capacity to be confracted (1 copy) Hisle Lagpeliye
Confirmation of the loan amount and/or terme and conditions to be recommended for approval {1 copy)

10- Azsumptions to projectionz and references (1 copy and/or excel copy)

11 Latest Audited Financiat Statement andior Monthly Financial and Statisfical Report (MFSR) {1 copy and/or excal copy)

o oW
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12. Loan Reguirements for the Grant of Clearance by the Administrator of the EC's Request for Loan from Other Sources/Outside
MEA for the Financing of Rehabilitation/Upgrading of Rural Electrification (RE) Projects (Loan Pollcy No. 14-8)
=Moot More than P100 Million=

Requirements

Where to Secure

A General Requirements

1
2

3

4

Beard Resolution approving the availment of loan with specific bank/other financing institution (OF1) {1 eriginal copy)
Approved/ndicatve loan terms and conditiona inchuding amortization schedule with the
chosen bank/OF| (1 copy)
Dacketed ERC appmvalizpphication of EC's CAPEX projects {1 copy) including the following
a.  Annexes (7 copy)
b. Project Profile/Description/Justification (1 copy)
15-Year Investment Plan (e-ICPM) (1 excel copy)

Electric Cooperalive

B. MNEA Evaluated Project Cost and its attachments (refer te the process and requirements of DRRMD for calamity-related
projects, TEREDD for construction/improvementirehabilitation of building and structures and Renrewable Energy piojects,

ITCSD for IT-related projects and SCADA (IT eguipmeant/materials), CPD for Mon-Network CAPEX Projects, and ED for all
other CAFEX projects not mantionad) (1 copy)

ED [NEA &F), DRAMD]
(NEA &/F), TEREDD
(NEA B/F and 7/F),
ITCSD (NEA 2/F) and
CPO (NEA 7/F)

B [}l:her aupporting Documents (if applicable)

Mo~ o ALl

Matrix of canvass/companson of quatations batwaen other financing instituions/government banks intiuding
justification’s on the selection of that bank/OF] 1o finance said loan in compliznce with the NEA Memorandum No.
2022-014 (see attached templats A.Z) (1 copy)

Approved Workglan inclusive of the loanfpraject (1 copy)

Approved Cash Operating Budget (COB) inclusive of the loaniproject (1 copy)

Status of fiing/application to the ERC (1 copy)

Manifestation to the ERC for project/cost modification andfor early implementation of the project's and its status (1
copy)

Status of project implementation including Gantt ChartiTimeling of implementation {1 copy)

AGMA approval of the CAPEX prosect and loan {1 copy)

Rate Impact or letter/manifestation of no RFSC rate increasa to be implemented by the EC due to the project {1 copy)
Inventory of all vehicles including the serviceable and unserviceable vehicles, if purpose of loan is vehicle acquisition

{1 copy)

. Status of Competitive Selection Process (CSP), term of the confract and capacity to be contracted (1 orignal copy)

Confirmation of the loan amount and/or terms and conditions 1o be recommended for approval (1 copy)

. Assumptions to projections and referances (1 copy andlor excel copy)
. Latest Auditad Financial Statement and/or Monthly Financial and Statistical Report (MFSR) {1 copy andlor excel copy)

Eleciric Cooperative
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13. Loan Requirements for Grant of Clearance by the Board of Administrators of the EC's Request for Loan from Other
Sources/Outside NEA (Loan Policy 14-C and Not Within the Context of Loan Policy 14-B)

Reguirements

Where to Secure

A, General Requremenis
1. Board Resclulien approving the availment of loan with specific bankfather financing mstitubon (OF1) (1 original copy)

2. Approved'indicative loan terms and conditions including amortizaton scheduie with the
chosan bank/OF (1 copy)
3. Applicable requirements based on the purpose of the loan
8. CAPEX
i Docketed ERC approvabiapplication of EC's CAPEX projects (1 copy) including the fallowing:
+ Annexes (1 copy)
* Project Profile/Description/Justification {1 copy)
i 15-Year Investment Plan (e-ICPM) (1 excel copy)
ii.  Status of project implamentation including Gantt ChartTimeline of implemantation (1 copy)
b,  Waorking Capital
i, S-¥ear Projected Financial Statements Plan {e-ICPM) (1 excal copy)
il.  For Power Supply Contract Obligations
«  Reason/Justification of the availment of loan (1 copy)
«  Powsr Supply Contract/s {1 copy each)
il For Retiremenl Package for Employess
*  List of employees availing of the retrement under the program including computations (1 copy)
iv. For Tax Cbligations
+ Tax Assessment or other equivalent document (1 copy)
4. List of Real Estate /Chattel subject to be morgaged/subject for collateral sharing to the bank/OF| (if any} (1 copy)

Electric Cooperative

B NEA Evaluated Project Cost and #s attachments (refer to the process and requirements of DRRMD for calamity-related
progects, TEREDD for constructionfimprovementirehabilitation of building and structures and Renewable Enargy projects,
ITCSD for IM-related projects and SCADA (IT equipment/materials), CPO for Non-Network CAPEX Projects, and EO for all
other CAPEX projects not mentioned) (1 copy)

ED (NEA 6/F), DREMD
(NEA 6/F), TEREDD
(NEA 6/F and 7/F),
ITCSD (NEA 2/F) and
CPO (NEA 7/F)




13. Loan Requirements for Grant of Clearance by the Board of Administrators of the EC's Request for Loan from Other
Sources/Outside NEA (Loan Policy 14-C and Not Within the Context of Loan Policy 14-E)

Reguirements

Where to Secure

€. Other Supporiing Documents (i applicable)
1. Matrix of canvassicomparison of quotations between other financing institutionsigovernment banks including

justifization’s on the selection of that bank/QOF| to finance said loan in compliance with the NEA Memorandum No.
2022-014 {see altached tlemplate A 2) (1 copy)

& 4 m o B

Approved Cash Operating Budget (COB) inclusive of the loaniproject (1 copy)

Approved Workplan inclusive of the loan/project (1 copy)

Status of Competitive Selecton Process (CSP), term of the contract and capacity to be confracted {1 copy)
Confirmation of the loan amount 2nd/or terme and condifions to be recommendad for approval {1 copy)

Assumptions to projections and references (1 copy and/or excel copy)

Latest Audited Financial Statement andfor Monthly Financial and Statistical Report (MFSR) (1 copy and/or excel copy)
Addional requirements based on the purpoge of the loan:

a CAPEX

I
ii.
il
iv.
W

Wi

Wil

Status of filing/application (1 copy)
Manifestation to the ERC for project/cost modification and/or early implementation of the project’s (1 copy)
Status of such Manifestation to the ERC (f any) (1 copy)
AGMA approval of the CAPEX project and loan {1 copy)
Rate Impact or letter/manifestation of no RFSC rate increase o be implemented by (he EC dua 1o the
project (1 copy)
Inventory of all vehicles mcluding the sernceable and unsennceable vehicles. if purpose of loan 13 vehicle
acquistion (1 copy)
Addiional documents for Renewabla Energy Project:
+ Beard Resolution stating interest to develop a renewable energy project (1 onginal copy)
+ Board Resolution to enter into Joint Venture with other stakeholders (in case with partner/s) (1
onginal copy)
«  NEA Approval on the projectinvestment per Memorandum No. 2022-12 (1 copy)
+  Effect and treatment of the project, parlicularly on the rate impact on EC's operations (average
systems rala and averagae power rate) with and without the project (1 copyl
« EC's treatment in its books of accounts. particularly an the billing/collection of power bifls with
consumers and payment of loan (1 copy)

Electnc Cooparative
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13,

Loan Requirements for Grant of Clearance by the Board of Administrators of the EC's Request for Loan from Other
sSources/Dutside NEA (Loan Policy 14-C and Not Within the Context of Loan Palicy 14-8)

Reqguirements

Whara o Sacurs

Compuialion of Net Presant Yalue (NPY) and Internal Rate Return {IRR} of the propect (1 copy)
«  Financial Mode! of the renswable project (1 copy and excel copy)
«  Generation rale mix (1 copy and excel copy)
«  Renewable Energy Service Contract (RESC) = Pre-development (1 copy)
b, Woerking Capital
| Power Supply Contract Obligations
* Cash shortfall computation and the actual number of days of the billing cycle (from GENCO's billing
to collection with consumers) (1 copy)
= Lost'Benefit anadysis {1 copy)
« ECs overlunder recovenes of power cost {1 copy)
« Latest power billings and highest power bifl from GENCO/s, including SPA (1 copy)
« List of Pawer Suppliers including EPSA and the term of said contract/s and the confracted capacity
{1 copy)
i Retirement Package for Employees
+  Computation of past Service Cost/Retirement Obligation (1 copy)
+  Latest Actuarial Valuation Report {if any) (1 copy)
«  NEA Approved Special Retirement Program, if Special Retirement Package (1 copy)
v CostBanefit analyss, if Spacial Retvament Package (1 copy)
iiil. Tax Obligations
« Brigferdchronclogy of events of the said account {1 copy)
«  Final Assazsment Notice (FAN), Formal Letter of Demand (FLD) and Compromise Agreement, if any
(1 copy)
« Agsesament of Payment from muniopal/provincial office and the period covered (1 copy)

Electric Cooperative
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Template A.2 (For Clearances)

MATRIX ON CANVASS/ICOMPARISON OF QUOTATIONS FROM BANKS AND OTHER FINANCING INSTITUTIONS

Particulars

Bank/FI-1

Bank/Fl-2

Bank/Fl-3

Bank/Fl-4

|Luar| Amount (Fhpl

Equity Portion (if asy)
(Fhp)

|t ront Rate ga, ()
[indigaba if fized ar

Pt ireg i hleg sl 1o
repiingl

Repayment and Grace Period | Yrs.)

Manthly Amortization

|Faa—-9£h|r-|,|el {Phph %)

:'.nrn'nulmen! FEE.'

Fron-end Feo

Hundllr'-E Voo

Biocumanibary Fag

fpprasal Faa

Inspachon Fae

Senics Fes

ross Receipts Tes (GRT)

Docurmentary Stamps Tax

ke Taxes

|SecuntyColiatoral

|Sther terms and condifions

[(Fhel

Tostail inbersral ainel eiflor clanps

|Eftective Rate %)
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1. Loan Requirements for Release of Short-Term Credit Facility (STCF) or Standby Credit Facility (SCF) Loan

Reguirements Where to Secure

1 Notice of Availment/Barrowing (see attached template B 1) (1 anginal copy)
2 Posl-dated Checkis for issuance of Clearance to Release
8. For STCF - Check payable in 30 days equivalent to the avalled loan amount and interest
b. For SCF - Check payable in 90 days equivalent fo the availed loan amount and interest Elettric Cooperative
3. Updated secunty/collateral of the loan {if applicable) {1 onginal copy)

4. For succeeding re-availment within the validity [additional )
a, MNew Promissory Note (1 eriginal copy)

891




2 Loan Requirements for Release of Rural Electrification (RE) - Working Capital Loan and Concessional Loan {Working Capital)

Reguirements

Where to Secure

1.

Molice of Availment or Motice of Borrowing, for powar accounts (see altached template B.1) {1 onginal copy)
2 Updated security/collateral of the ioan (if applicable) (1 onginal copy)
3 Post-dated Check's for issuance of Clearance to Releasa (Check/s equivalent to 1 year amortization)

Electric Cooperative
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3. Loan Requirements for Release of Availment (Guarantee Call) for Power Supply Guarantes

Requirements Where to Secure
1 Guarantee Call and any ather supporting documenis {1 anginal copy)
2. Updated security/collateral of the loan (if applicable) (1 original copy) Electric Cooperative
3. Post-dated Check/s for issuance of Clearance to Release {Check/s equivalent to 1 year amortization)
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4, Loan Requiremants for Release of Loan under the following Facilities:

Rural Electrification (RE) - CAPEX Project Loan - Network CAPEX Projects and Smart Grid Requirements Loan
- Emargency, Unplanned & Contingency CAPEX Projects - Single Digit System Loss

and Disastar Resiliency Program Loan - Conceasional Loan (CAPEX)
-  Renewable Energy Loan - Calamity Loan

- Modular GenSots

Requirements Where to Secure

1. Budget Request (see attached template B. 2] (at least 3 ariginal coples per project)

2. Post-dated Check/s for issuance of Clearance to Release (except Concessional Loan, Calamity Losn and
Modular Gensets) (Check/s equivalent 1o 1 year amortization)

Updated security/collateral of the loan {if applicable) (1 original copy)
4 For succeading loan releasas/drawdown (addibional):

&  Accounting of Funds of previous loan releases (1 copy)

b.  Accompiishment Report of the Projects funded by NEA loan using Project Monitoring Report {1 copy) AMGD-AMD
{NEA 5/F)

Electric Cooperative
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Template B.1

[EC Wnftesr hnad)

NOTICE OF BORROWING
Warking Captal-Powers Aseounis

[Dats]

HATIONAL ELECTRIFFCATION ADMIMNIETRATION
MEMA Bldg, Mo B7 MIA Read

Government Cerdes. Dilrnan

Cheron Gy 1100

Aflenlisn Aetouinbs Management & Guaraniss Deparimant
[Oar Madam:
Thi Eleciric Cooparaiive, Ing | ____| hiefcly gives notice 0

BGCOPEANCE Wil me Warking Caphal Agreemanl al our indent o exaillbormos. a6 ldoras

Mara of Povess Supphes
Amauml

Bark
Accosinl Mismbesi

Accound Mama

Chaser of Payment

Contact detais of Power Supplier
Hame of Authonzed Representative

Mokl Taleghana Number

Ernal Adess

Wary Iruly yours,

CGeneral Manoger
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Template B.2
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ILB. Sector : Corporate Resources and Financial Services [CRFS)
Department/Office : Finance Services Department (FSD)
Division/Unit : Financial Planning and Control Division (FPCD)
Financial Services & Accounting Division (FSAD)
: Treasury Division (TD)
External and Internal Service
SERVICE NAME PAGE
Sarvics 1 Processing of Budget Utlization Request (BUR)Y Digbursement Vouchers {DV) and Releasing of Cheques 98102
for Loans to ECs
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Service 1: Processing of Budget Utilization Request (BUR)/ Disbursement Vouchers (DV) and Releasing of Cheques for

Loans to ECs

Te maintain efficency and efachveness in the processing of loans relsases o ECs

Finance Senvices Departrent (FE0Y Financial Planning and Gontrol Daviseon (FPCD), Financsl Services and

Departoaitinasion: Accounting Division (FSAD), Treasury Divisan (TD)
'Classification: Compeex Transachon
Type of Transaction; 528, G20, B2G

Clients (Who May Avall):

Accounts Management Divigion (ABD) of the Accounis Managerment and Guarantee
Department (AMGD) and Electric Cooperatives (ECs)

Checklis! of Requiremants g Where lo Secure
1 |Duly accomplished Budget UilEation Reguest {BUR) (signed Box A) Desbursement Yowcher DY) AMD
EC Board Resoluton requesting loan from MEA ABD
3 |Other relevant’ supporting documents (SDs) (depending on the type of loans to be availed by the EC) AMD )
i Acunowledged the chaque information and submitted Cificial Receipt (DR Acknowtadgemeant Receaip =0
(AR)VBank Accour cericate
: | Fees To Ba Processing Parson
|. Mo, Llisnt Steps hg-anr.gr jﬂu:'Hnn Location Paid Time Responsible
1 |AMD submits BUR and 11 |Receives BUR and DV with complete 505 HEA 5Fh el 16 minules Maripower
DY with.complete records in the logbook and assigns BUR FRCD
50w bo FPCD contral numbses
12 |[Checks mathematical computabon of loans | NEA &FF None Shows  |Corporate Budgel Assistant!
and budget availabifity Reviews supporting FRCD Financial Planning Analystf
documenis Sr. Financzal Flanning
Analyst
13 |Processes BUR/ Earmarks budgel for the | MEA S/FIr None Thowr  |Corporate Budgel Assistant!
purpoas based on the MEA's approved FRCD Financial Planning Anahest!
Corporale Operafing Budget (COB) and Sr Financiad Slanmning
infials an “Budget Avaslable and Anayst
EarmarkadiUtilizad for the purpose as
indicated” portion under Box B of BUR
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Fees To Be | Processing Person
Cliant Steps Agency Actlon Location eald Time Hﬁpumﬁl
1.4 |Chacks mathemalical computstion, reviews | NE& GFr None 3 niours Chief Corporate
supporing decuments. anad mitkals on FRCD Budge! Officer &
"Budget Available and Earmarked/LUilized
for the purpose as indicated” ponion wndes
Hox B of BLIR
1.5 |Rewviews the BLR and supporting HEA S/FIr MNona A0 rrnubas Divizion Manager
dacurmegnis and signs an "Budgal Available FPCD
and Earmarkadiiilized for the purposs ag
indcated” porhon undar Bax Boof BUR
16 |Forvasds processed BUR, DV and 503 o MEA SFir Mong 10 minues Manpower i
FSALD FPCO
17 |FSAD recerves DV with SD= from FPCO NEA SIFK MNane 5 manutes Manpower
and asskpng fontral numbes FEAD
18 |Checks computation, complatensss of MEA SFIF Hona 3 hours Sr. Fimancial
documents and validiy of caim and initials FSAD Flanning Analysl! Corporate
af "Cetified"” partion under Bax A &f DY Apesuntant & Sr. {:clrp::nmhf
Accourdant &
10 |Re-checks mathematcal computation of None 3 hours ‘Chiaf Carporate
claims, rechecks completeness and validily | MNEA 5/F Accountant
of documents and indtiats on “Cert ified” F5aD
1nc|m:n under Box A of DV
1.10 |Reviews the 00 and signs on "Cerdilied” BIEA 5/Fi Mome S0 minutes Division Manager
porlion under Bos A of DY ESAD
111 |Forwards DV o FS0 Deparment Manager | MEA 5/FIr Maone B manules Manpowies
FEAD M |
112 |Recommends approval of DV Upen MEM 5/Flr Hane 1 howr Departrrent fanager!
approval, loreards all dosurments to TD FSD, DACRFS
DOACRFS




He Client Steps Agancy Action Location FEE;;: o meg Ftlmnlhh
113 | Receives approved DVs and 503 NEA SFIr Nane 10 minules Cashier B
«Gheck e Approved for Paymeant Cashiering
portion undes "box B of DY was Unit
sgned
(DACRFS for amounts P2 and below)
{Adrmenistrator for amounts above B2}
-Forwards o fhe Head Cashier
114 | Recewes the approved Dvs and ts 508 | MEA 5Fr None 2 hours Head Cashier
fraem {lve Cashier 3 Cashiering
-lpsues chaques recard the date, DV Linit
Mo. Chegue Mo, payeas & ha
amounts in the checkkbaak
Afurites the chegue Mo, date & the
drawss bank 21 the bay parbion of the
DWe
Forwards the approwed OWs &
Chegues to Ceshier B for encoding of
chague details
115 | Reconves the cheques, DVs and SDs HEA 5/Fir MNona 3 hours Cashier B
from Ihe Head Cashier and encods sad Caghbening
print in 4 duplicaie coples He following: Linit

‘Dafe Chegue numbar
-Payea -BUR numbers
-damipunl Type of payee
-Signataries -Rasponsibility code
DY rumbers -Prepared by

-Bank Source -Moted by

-Mature of payment

-two althonzed cheguas Bignatonas
“nfias the "prapared by partan of the
cheque duplicates

-Forwards the DVs & the attached
prepared cheques to the Head Cashiar
-Print bank advices and lagshests for
reference of Bsuad cheques

100




No. Client Steps Agency Action Location F“;;: o P*“.f]ﬂ""“ R nmhh
116 | Receives and reviews the cheques as MEA 5/Fk Mone 1 hour Head Cashier
against in the voucher the following. Cashienng
-dete -amounts Linits
PR =slgnatories Treaguery
-imitials the "nobed by* pormion of the Devision
chegue dughcals
“5kgNs the bank Advice on tihe check
issued
-Forwases to Treasury Division Manager
117 | -Review and inifials in e chagios NEA 5/Fir None 30 rmenutes Division Manager
dLpicaies Casheenng
Linity
Treasury
Dawvision
1.18°| Records in the logbook tha DY g5, MWEA SiFIr Mone 10 minutes P rpoiser
chedgue #5 payess and amounts Cashierng
Linit?
Treasury
Dliwisian o
118 | Rewview and Initials In the chegus MEA EIFIr Modig S0minues Deperimant Manager
duplicates F&Or
130 | Recordsin he loghook e [V 8, MEA SFIr Mone 10 minubes anpower
chegus #5, payees and amounis Fah
Forwands the DV, cheques and 508 19
L i I_l_EEJqE_I‘IE'IEI:I BiJnalones
121 | -Recewes the signed chegues and Dvs ME 5/Fr Maone 10 minuies Cashier B
with S0 from e signatories ashianing
-Reviews If the cheques were completaly Und
signed and forwards the same (o the
Head Cashear
122 | Records the date of receipt on the ME® 5iFl Mo 10 manutes Head Castied
checkboak and fersands o the Caghigring
Cashser B Linit
123 | Recewes the same from the Head MEA S/FIr Mone 10 minutes Cashier B
Cashier Cashiering
Linig
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To Be Processi Parsan
Client Steps Agency Action Locaticn Fnﬂ!‘;'ui; Time " ™ naible

EC acknowledges the | 21 | Infarms through small the cancernad HE& 5Fir Maone 3 hours Cashier B
information and payess (ECs) the detads of the chaques Cashiering
prepares ORARBank for redeass Umnd
i 72 | -Recewes and aliaches the ORSIARS NEASFI | Maone 5 hows Cashier B

on the 1=t page of the DVE Cashianng

~Deposits he chague b the ceified it

bank sccourd numibser

«Forwards iha "paid” DVs ta the

F3ab

TOTAL Mone 4 days
ENMD
LEGEMD:

AMD - Accourts Management Divsicn

AMGD - fecounts Managameant and Guarantes Depanimeni
AR - Atknowledgement Recaipt

BUR - Budget L Hilization Reguesd

COB - Corporate Dperalmg Budgel

BV - Chsbursement Voudher

ECs - Elecing Cooperatives

FPCD - Financesd Planming and Control Dnasion

FSAD - Financial Services and Accounting Division

F5SD - Finance Services Department

G2B - Govemmant-to-Business

G2C - Govemnment-to-Citkzen

G26G - Govermment-to-Governmen|

HEA - Mational Electrfication Admimistraton

Ol - Ciffsce af the Administralar

ODACRFS - Cfice al Deputy Administrator lor Corporate Resaurces and Financial Services
QR - Qfficial Racapt

SDs - Supparting Documents

T - Treasury Dovision
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ILB. Sector : Corporate Resources and Financial Services (CRFS)
DepartmentiOffice : Finance Services Department (FSD)
Division/Unit Treasury Division (TD)
External Services
SERVICE NAME PAGE
Service 1 (Issuance of Certification for Status of Loan Amortization Payment of the Electric Cooperatives (ECs) 104-105
Service 2 |Release of Electric Cooperafives’ (ECs) Loan Data 106-107
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Service 1:  Issuance of Certification for Status of Loan Amortization Payment of the Electric Cooperatives (ECs)

This procedure provide guidance in the issuance of Certification for Status of Loan Amorhization Payment of the ECs.

Department/Division: Fmnance -."rewu:ﬂs Department (FSD)
Treasury Division (TD)
Classification: Simple Transaction
Type of Transaction: Governmeni-lo-Business (528)
Clients (Who May Avail): Electnc Cooperatives (ECs)
Checklist of Requirements Where to Secure
1 [Written/Electronic Mail (e-mail) Request {1 anginal copy) Electiic Cooperative
. ; Fees To Be | Processing Person
Ii
1 | Sends wrtten/a-mail| 1.1 |Receives wittenie-mail request addressed fo NEA Building MNone 1 hour TD Staff
request addressed F50 Manager.
1o FED Manager
1.2 |Forwards request to FSD Manager MNEA B/F None 1 hour Clerk
FSD
1.3 |Endorses request 1o TD Manager MEA 5(F None 4 hours FSD Manager
FSD
1.4 |Verifies request and endorses to concerned MEA 5IF Mone 2 hours TD Manager &
account officer for preparation of requested FSD Credit'Collection
Certification Chief
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Fees To Be |Processing Person
No. Client Steps Agency Action Location Paid Tirne Responsible
1.5 |Prepares and forwards the Cerlification to MNEA 5/F None 12 hours Er
Credit/Collection Chief and TD Manager for FsDh Credit/Collection
checking and initials Officer, 51, Loans
Management
Officer,
CraditCollection
Cifficer & Loans
Managemend
Officer
1.8 |Checks, inttials ang endorses the Certification NEA &/F None 1 hour TD Manager &
to FSD Manager for approval and signature FSD Credit/{Collection
Chiaf
1.7 |Approves and signs the Cerification MEA 5/F None 2 hours FSD Manager
FSD
2 Receives copy of |21, |Forwards signed copy of Certification te RMU NEA SIF MNone 1 hour Clerk
Certification for mailing or dweclly recewe by the FSD, GIF
requesting EC RMLI
TOTAL Mone 3 days

END

LEGEND:

EC/s - Electric Cooperative/s

FSD - Finance Services Deparimanl
TD - Treasury Division

G2ZB - Government-to-Business
RMU - Records Managament Linit
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Service 2;

Release of Electric Cooperatives' (ECs) Loan Data

To strengthen the EC's creditworthiness to Banks and other Financial Institutions and for External Auditor's asssssment of EC's

loan transactions

Finance Services Department (FSDY

PepRitmentDivision: Treasury Division (TD)

Classification: Simple Transaction

Type of Transaction: Governmeni-to-Business (G2B)

Clients (Who May Avail): Banks, Other Financial Institutions and EC's External Auditor

Checklist of Requirements

Where to Sacure

1 [Written/Elecironic Mail (e-mail) Request (1 onginal copy)

Banks, Othar Financial |rstitutions

and EC's External Audifor

2 |Authorization Letter from the subject EC (1 enginal copy) Electric Cooperatve
No, Client Fees To Be |Processing Parson
b Shenry fete ars Paid Time | Responsible
1 |Sends written‘e-rmail | 1.1 [Receives written/e-mail request addressed 1o NEA Building Mone 1 hour TD Stafi
request with TD Manager
attached L
Authorization Letter | 1.2 [Forwards requast to TD Manager NEA 5/F None 1 hour Clerk
from the subject EC Fab
addressed o TD
Manager 1.3 |[Endorses request to Loans Management NEA 5/F None 4 hours TD Manager
Chief or Credit'Collection Chief FsD
1.4 \Verifims request and endorses to concerned NEA &/F Mone 2 hoirs Loans
account officer for preparation of requested FsD Managemeant
EC loan data Chief &
CreditCollection
Chief
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. Fees To Be |Processing Person
No. Client Steps Agency Action Location Paid Time Résponuible:
1.5 |Prepares reguested EC loan data and MEA 5/F Mone 12 hours Sr.
endorses to Loans Management Chiaf or FSD Cradit/Collection
Credit/Collection Chief for checking and Officer. Sr. Loans
initials. on the transmittal sheetlatter Management
Officer,
Credit/Collection
Officer & Loans
Management
Officer
1 B |Checks, initials and endorses requestad loan MNEA 5/F Mone 1 hour Loans =~
data with transmittal sheatlletter to TD Fsh Managemenl
Manager for approval and signature Chiaf &
Credit/Collection
- Chief
17 |Approves and =gns the ftransmitiad NEA 5/F Naone Z hours TD Manager
sheat/latter with EC loan data FSD
2 |Recewes copy of EC|2 1 |[Forwards signed copy of transmital NEA 5/F MNone 1 hour Clerk
Ivan data sheat/letter with EC loan data to RMU for FED, GIF
mailmg or send the dotuments to the RMU
requeshng banks, other financial inshitutions
and EC's external auditor through a-mail
TOTAL Mone 3 days
EMD
LEGEND:

EC/s - Elaciric Cooperative/s

FSD - Finance Services Departmeant
TD - Treasury Division
G20 - Government-ta-Dusiness
RMU - Records Management Unit
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I.C. Sector : Corporate Resources and Financial Services (CRFS)
Department/'Office : Human Resources and Administration Department (HRAD)
Division/Unit : General Services Division (GSD)
Internal Services
SERVICE NAME o PAGE
Service 1 |Requistion and Issuance of Office Supplies 108
Service 2 |Request for NEA Service Vehicle 110-111
Service 3 |Building Facilities' Repair and Maintenanca 112-113
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Service 1:  Requisition and Issuance of Office Supplies

To provide office suppiies and materials for the use of different Departments/Cfices.

Department/Division; Human Resources and Adminstration Department (HRAD) / General Sernvices Division {GSD)
Classification: Simple Transaction
Type of Transaction: Government-to-Citizen (G2C)
Clients {Who May Avail): Concerned NEA Departiment/Office
Checklist of Requirements Where to Secure
1 |Requisition and Issua Slip (RIS} 1 eriginal copy NEA 4/F GSD
No. | Client Ste A Action Fees To Be |Processing]  Person
ps gency Actio Fonston Paid Time | Responsibie
1 Subrmits completely | 1.1 |Receives RIS and assigns document number. NEA 4/F MNone 2 minutes | Property/Supply
filed-cut and signed GSD Officer A
HiG 1.2 |Checks stock invemory for the availabdity of MNEA 4/F Mone 10 minutes | Property/Supply
nem/s requested and compleles the GED Officer &
information needed n the RIS
1.3 |Prepare/get availzble requested items n the MEA AiF Monea 15 minutes | Property/Supply
stock mom. (tems not included in the =0 Cfficer A
nventory will be procured separately)
2 Recewes requested | 21 (Issues supplies, updates supplies inventory, MNEA 4/F Mone 3 menutes | Property/Supply
supplies and signs and files RIS GsSD Officer &
RIS.
TOTAL Mone 30 minutes
END
LEGEND:

G2C - Government-to-Citizen/Clent
GSD - General Services Division

108
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Service 2:

Request for NEA Service Vehicle

Tao provide for NEA Service Vehicle for the use of different Departments/Offices,

|Department/Division: Human Rescurces and Administraton Depanment (HRAD) / General Services Division (GSD)
\Classification: Simple Transaction
Type of Transaction: Govermment-lo-Citizen (G2C)
(Clients (Who May Avail): Concernad NEA Department/Office
Checklist of Requirements Where to Secure
1 |Reques! for NEA Service Vehicle (RNSY) 1 original copy WEA Basermert 1 TOSU
- Fees To Be |Processing Person
No. Client Steps Agency Action Location Paid Time Responsible
1 | Submits campletely | 1.1 |Receives completaly filad-out and signed MNEA Property/Supply
filled-out and signed RNSWY Basament 1 Mansa 1 minute Officer A,
RMNSW TOSU
T . . NEA Transport
12 thcka availability of drvers and vehiclels Basamant 1 AT & ivinifas 0 i
assigned at the TOSU TOSU Eem!cea Chisf B
If the reu_lqest 5 Ic]r wnme!:ilate use and no NEA Transport
13 .a-.:raubahie ﬂgl;lr DriverMNehicla, to mnrd_llnahllﬂ Hasmriant 1 T 15 minulss Dperations
wr.‘h mhefr bl Tl ol TOSU Services Chief B
drivarivahicla.
Infarms the requesting office of the details i2 MNEA Transport
1.4 [motor wehicle, plate number, driver, contact Basameni 1 MNone & minutas Cperations
number TOSU Servicas Chief B
NEA _
1.5 |Prepares the vehicle to be used. Basement 1 Hone 5 minutes Crriver

TOsU
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G2C - Government-to-Citizen/Cliant

HRAD - Human Resources and Administration Dapartment
G3SD - General Services Division

TOSU - Transport Operations Services Unit

CRFS - Corporate Resources and Financial Services
RMNESVY - BEeqguasi for NEA Service Vehicle

; : Fees To Be |Processing Person
MNo. | Agency Acti Locatio o -
N S = i ? Paid Time Responsible
1.6 |Prepare Driver's Tnp Ticket (DTT), fuel MEA Mone 15 minutes Transport
withdrawal shp, and Travel Order (TO), if Basement 1 Operations
NECBSEAry TOSU Sarvices Chief B
1.7 |Secure signature for the Driver's Tnp Tichet NEA Building MNone 30 minutes GaD
{OTT), fuel withdrawal slip, -and Travel Ordar Manager™HRAD
{TQ}, if necessary Director/Daputy
Administrator for
2 Passengerfsride | 2.1 |To drive for the passenger’s from NEA NEA None Driver
vehicha. Building ta destination and vice-versa, Builging.
Destination
3 | Accomplish survey [ 3.1 |[Compile survey result for reference in NEA Mone 1 minute Transport
by scanning QR evaluating performance of drver Bassment 1 Oparations
code for the service TOSU Senvices Chief B
Avalled
TOTAL Mona 45 minutes
= END
LEGEND:




Service 3:  Building Facilities' Repair and Maintenance

To maintain building and facilities suitable for working environmentL

Department/Divisicn: Human Resources and Administration Departmeant (HRAD) / Genaral Services Division (G30)
Classification: Simple Transaction
Type of Transaction: Government-to-Citizen (G2C)
Clients (Who le Avail): Concerned MEA Departmentiiffice
Checklist of Requirements Where to Secure
1 |Weork Order Request Form 1 onginal copy MNEA 4/F GSD
: A Fees To Be |Processing Parson
No. C :
lient Steps Agency Action Location Paid Time Responaible
1 Subrmits 1.1 |Recewes accomplished request NEA 4/F Mone Z minutes Building arnd
accomplished GSD Grounds
request for Maintenance
assistance or Head
repaifrehabitabon | 1.2 [Inspacts  facikty/equipment to determine MEA 4/F Mo 10 mirutes | Building and
of equipment/facility service requined GSD Grounds
Maintenance
Head
1.3 |Checks stock mventory for the availability of NEA 4/F Mone 5 minutes Euilding and
paris/s needed to be replaced, if repairable. GSD Grounds
(part’s not included in the inventory will be Maintenance
procured separately) Head
1.4 |Repairs the facility or equipment Area ta be Mora Senior Building
repairad of Electriciandaint
Iocation of enance Staff
equipmeant
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- . | Fees ToBe |Processing]  Person
Mo.  Client Steps Agency Action moewen Paid Time | Responsible
2 Acceptance of the | 2.1 |Completes data information in the Work Order MEA 4/F Mons 3 minutes Building and

sarvice rendered by Repair Form, let the requesting office GSD Grounds
signing the Work conforme with the sarvice done than file the Martenancs

COrder Repair Form. document Head
TOTAL None 20 minutes
END
LEGEND:

G20 - Government-to-Citzen/Cliant
HRAD - Human Resources and Administration Departmerit
G3SD - Generzl Services Divizion
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o M;:‘
I.C. Sector : Corporate Resources and Financial Services (CRFS)
Department/Office : Human Resources and Administration Department (HRAD)
DivisionUnit ¢ Human Resources Management Division (HRMD)
External Services
SERVICE NAME PAGE
Bervice 1 |Handiing of Whistleblowing Reporta/Complaints 116-116
Service 2 |Processing of Reques! for Service Record (SR) 117-118
Internal Services
SERVICE NAME PAGE
Service 1 | Issuance of Certificate of Employment (COE) 118-120
Service 2 |Processing of Reques! for Personal Foreign Travel Authority [TA) 121-423
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Service 1:  Handling of Whistleblowing Reports/Complaints
To enable any concemed individual to report and provide infarmation anonymous if he'she wished and even testify on malters
Invalving the actions or omissions of the employees, officers and members of the Board of Administrators of NEA and protect the
identity of the whistieblower from retaliation far his/her actions.

Coparmertpiision e e oo

Classification: Simple Transaction

Type of Transaction: G2B, GIC. G2G

Clients (Who May Avail): All

Checklist of Requirements Where to Secure

File a complaint through CSC's Contact Center ng Bayan (CSC-CCB) or a written complaint
1 |(1 original copy or 1 electranic copy) through any othar reporting mode/channels Whistleblower
(whistleblowing web porial, face-lo-face, a-mail, fax etc.)

No.

Client Steps

Fees To Be | Processing Person
Agency Action Location Paid Time Respansible

1

File & complaint”
through CSC's
Conlact Center ng
Bayan (CSC-CCB)
or 3 written
complaint
(1 criginal copy or 1
electronic copy)
through any other
reparting
modeizhannels
{whistleblowing web
portal, face-to-face,
e-mail, fax sfc.)

1.1

Receive complaint through the HRAD/HRMD NEA 4/F MNone 45 minutes | Assigned HRMD

amail

HRMD/ Staff
HREAD

115



. e e e - Feas To Be | Processing Paerson
gcl| L Aamey feron YR Paid Time | Responsible
1.2 MHI"IIHME{’QE? the E'.:::lmplainl U’Eﬂf‘j and MNEA 4/F MNane 12 minutes Bilis J“I.HS"I'M
evaluate the complaint and its aporoprate HRMD/ Fartner
action/s neaded HRAD {(HRAD
Manager)
1.3 |Prepare reply letter 1o complaint NEA &/F None 2 days Concerned NEA
HREMDY Employes™ &
HRAD Concemed
HEMD Staff
14 \Check the reply letter’ for correction or NEA 4/F None 2 hours | HRMD Manager
revision HRMDY & HRAD
HRAD Manager
1.5 |Prepare endorsament |letter to CSC NEA 4/F MNore 2 hours
HREMDY
== HRAD
1.8 |sign/tpprove the reply letters’ HRAD 4/F. MNone 2 hours Principal
ODACRFS Engineer A &
SiF, OATIF Divizion
Manager
2 Recaivaed reply 2.1 |Send letters to Complainart and CSC through NEA 5IF None Thour |Assigned HRNMD
letter HREAD/HRMD email AMD/ANMGD Staff”
TOTAL MNone 3 days

END
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LEGAL BASES:
a RA No 9485 ARTA of 2008 and its IRR
F.A No. 11032 ECDBE Act of 2018
CSC MC Neo. 12 s 2008 on R A No. B485 and ite IRR
CEC related circulars & NEA Issuances

[ B

NOTES:

1 Complaint means an expression of dissatisfaction made to an organization, its services related or the camplaints-handling process. where a
response of resolubion is explicitly or implictly expectad.

The complaint will be acknowledged through automatic a-mail reply.

The concerned employes will send back histher respanse to HRMD for endorsament

For legitimate complaints that need further daliberation/investigation on pessible violation/s of HR policies/guidelnes, the same may be
referred to NEA Administrative Committee (ADCOM) depending on the nature of the complaint received . Malicious and anonymous
complainis will not be refered to NEA ADCOM but will be replied to through other available reporting charnal, f possible.

The signatonies of the reply letter are depandent on the subjest (person) of the complaint
6§ Update records of the compiaint in the Complaints Manitenng Log Sheet (CMLS) far monitonng purposes.

LEGEND:
ADCOM - Aaminstative Commiltes G256 - Govemnment-io-Govermnmeant
C8C - Civil Sarvice Commillas HRAD - Human Resources and Adminsration Departrent
CLCB - Caontact Centar ng Bayan HRMD - Human Resources Management Division
CMLS - Complaints Monidorng Log Shest OA - Office of tha Administrator
G2B - Govemment-io-Business ODACRFS - Office of the Deputy Administrator for Corporate
G2C - Government-io-Citizen Resources and Financial Services
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Service 2:

Processing of Request for Service Record (SR)

Thig servise describes the procedure on how HEA Officials and Employees (Incumbent and Separated) can request for a SR for
venfication of their employment date and standing. job titlke. and compansation

Department/Division:

Human Resources and Administration Department (HRAD)/
Human Resources Management Divisian (HRMD)

Classification:

Complex Transaction

Type of Trg nsaction:

Governmeanto-Cihzen (G2C), Government-to-Government (G2G)

Clients (Who May Avail):

Incumbent and separated NEA Officials, employees and parsannal

Checklist of Requirements

Where to Securs

Accomplished Online Request Form

hitps: iftinyurl. comyZ3zmapiu

Previously issued Service Record, if available
(for separated NEA Officials, employess and personnel)

Raquester's Personal File

Fees To Be | Processing Person
No. Client Steps Agency Action Location Paid Time Responsible
1 File Request 11 |Receives duly accomplished Request and MNEA 4/F None 30 minutes | IRM Officer A
throwgh this link forwards to Senior IRM Officas/ HRMD
https Minyurl com/23 Supervising IRM Officer
zmap&u
12 |Retrieve Service Record and Review Posdion NEA 4/F MNone 5 days Senior IRM
and Galary Adjustments. Prepare Final HRMD Orfficer!
Service Record Supervising IRM
Officer
13 |Review and Countarsign Service Record. NEA 4/F None 4 hours | Supervising IRM
HRMD Officer,
Division
Manager A
14 |Review and SignfApprove Service Record MNE& 4/F Mone 3 hours Drivision
HEMD Manager A
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N, Client Steps Agency Action Location FBH;:;: Be Prn:;:lnﬂ Eaﬁ?ﬂ?ﬂla
2 Receive 2 1 [Transmit/Release signed Service Record NEA 4/F “None 30 minutes | Secretary A
Service Record and HRMD
Accomplish Client
Satisfacion Survey
TOTAL Mone & days

END

LEGEND:

G2C - Government-to-Citizen/Chent

G2G - Govemment-to-Governmeant

HRAD - Human Resources and Adminisiration Department
HEMD - Human Resaurces Management Dhagion

SR - Service Record
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Service 1:

This service describes the procedure on how NEA Officials and Employses can request for a

Issuance of Certificate of Employment (COE)

employment date and standing, job tile, and compensation

COE for venfication of their

Department/Division:

Human Resources and Administration Department (HRAD)/
Human Resources Management Division (HRMD)

E.inlsiﬂ:aﬂnn: Simphe Transaction
Type of Transaction: Government-o-Citizen (G2C)
Clients (Who May Avail): NEA Officials and Employees
C hecklist of Requirements Where to Secure
1 |Request Letter {1 original copy) or HRMD provided electronic request link HE.G.HaiTli'uHE;i:Du:f lirlk
Z o : Fees To Be | Processing|  Person
No. Client Steps i
Agency Action Location Paid Time Responsible
1 Submits Request | 1.1 |Receives request. Manpower logs recaipt NEA 4/F None 15 minutes | Manpower and
Letter addrassed to detais and information. Secretary A forwards HRMD Secretary A
HEMD Drvision request etler or eecironic email to HEMD
Man?ger or Civision Manager,
E“"{“ﬂ;ﬁ?”m 12 |Receives request from Secretary A, Indicate NEA 4F None 15 minLtes Divsion
. instructions and forwards request to Indusinal HRMD Manager
Retations Management Chief or Superviging
Industrial Relations Management Officer B
1.3 [Receives request from Division Manager. NEA 4/F None 1 hour Industrial
Indicate instructions and forwards request to HRMD Relations
Data Encoder Controller Management
Chief or
Supervising
Industrial
Relations
Management
Officer B
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. Fees To Be | Processing Person
No. Client Steps Agency Action Location Paid Time Responsible
1.4 |Receives requaest from Industrial Relations NEA 4/F MNone 4 hours Cata Encoder
Management Chief or Supervising Industrial HREMD Controllar
Relations Management Officer B. Read
instructions and process the request through
HRIS report system Forwarde COE o
Division Manager
1.5 |Receivea request fkom Data Encoder MNEA 4/F Mones 2 hours Division
Controller. Review and signs COE. Forwards HRMD Manager
COE to Manpower or Secratary A
2 Receives COE, 2.1 |Receves COE from Division Manager Logs MNEA A/F Monge A0 minutes | Manpower and
acknowledges the outgoing information and forwards COE to the HAEMD Secrelary &
receipt and raquastar
accomplish survey
farm if apolicable
TOTAL Mone 1 day

END

LEGEND:

COE - Certificate of Employment

G2C - Governrment-to-Citizen/Client

HRAD - Human Resources and Administralion Department
HRMD - Human Resources Management Cwision
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Service 2: Processing of Request for Personal Foreign Travel Authority (TA)
Officials and employees may request fareign travel autherity for personal reasons provided they file their leave of absance if such
travel falls on regular work days and they ensure that no government funds or resources will be used for the purpose of saud
fravel
| 2 Human Resources and Administration Department (HRADY
o ARvIon: Huran Resourcas Managemant Division (HRMD)
Classification: Simple Transaction

Type of Transaction:

Government-to-Citizen (G2C)

Clients (Who May Avail):

MEA Officiale and Employeas

Checklist of Requirements

Where to Secure

1 |Application for Leave Fomm

NEA 4/F HRMO or HRIS

2 |[Copy of tinerary Recept / Flight Ticket indicating actual date of Departure and Amval

To be provided by requasting official

or employee
Fees To Be | Processing Person
Mo, Client Steps Agency Action Location Paid Time Responsible
1 File Application for | 1.1 |Recaives duly accomplished Application for HEA 4/F hone T mirutles IRM Officer &
Leave through the Leave Form and Gopy of itinerary Receipt / HEMD
HRIS and Upload Flight Ticket and Checks leave cradit balance
Copy of ltinerary in the Leave Card
Receipt/Flight Tickel
through this link | 12 |Reviews and Cerlifies keave credit balance NEA 4/F MNane 5 minutes | Suparvising IRM
hitps.iftinyurl com/23 and signs (he appilcation for Leave Form, HRMD Officer
ZmapBu
2 Sign Printed 21 |Forwards processed Application for Leave 10 MNEA 4/F MNaona 2 minutes Secratary A
Apphcation for Leave concernad Office for aignature of Applicant HRMD '
Form

121




Mo,

Client Staps

Fees To Be | Processing Person
A A LcaIon Paid Time | Responsible
2.2 |Approves Application for Laave NEA 4/F Mone 4 hours Authorized
HEMD Approving
Officialis
2.3 |Return Leave Form to HRMD, NEA 4/F None 2 minutes | Secretary A
HRMD

24 |Once  leave Is  approved,  Prepare NEA 4/F Mone 30 minutes | IRM Officer A/
Memorandum to the Administrator and HRMD Supervising IRM
Foreign Travel Authonty and alfach Cfficer
Signed Application for Leave Form and
Copy of Itinerary Receipt / Flight Ticke!

25 |Reviews and Recommend approval of MNEA 4/F Mone 1 day Division
Memorandum 1o the Adminstrator and HRMD Manager and
Fareign Travel Authority Dapartmenrt

Managar

28 |Forwards Memorandum to the Administrator NEA 4/F Mone 30 minutes Executive
and Foreign Travel Autharity 1o the Office of HRMD Secratary C
the Administrator

27 |Review Memorandum to the Administrator NEA 71F Mona 30 minutes Executive
and Foraign Travel Authonty QA Assistant A/
Head Exectlive
Assistant

28 lApprove or Disapprove Foreign  Travel NEA 7IF None 1 day Admirestrator

Authority OA
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3 Recaive Foreign | 31 (Transmit sgned Approved or Disapproved MEA 4/F Mone 2 minutes | IRM Assistant A
Travel Authonty or Foreign Travel Authority o requesting official HRMD
Meamo of and employee.
Dizapproval of
Request for Foreign
Travel Authority
Z days,
TOTAL None § hours,
48 min

END

LEGEND:

COE - Certificate of Employment

G2C - Government-to-Citzen/Client

HRIS - Human Resources Information System

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

OA - Office of the Adminstrator

TA - Traval Authorily
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IN.A. Sector Electric Cooperative Management Services (ECMS)
DepartmentiCffice Institutional Developmeant Department (IDD)
Division/Unit : Consumer Development & Protection Division (CDPL)
External Services
SERVICE NAME PAGE
Service 1 Request for Amandment of By-laws 125-126
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Service 1; Request for Amendment of By-laws
This procedure provde guidance (n the evaluation of reques for Amendmant of Byslmws

) Degpartmeant (1004
DeparmentDivision: Consumar Davalopment & Protection Divisien {COED)
Classification: Highly Technical
Type of Transaction: Governmeni-lo-Business l:-l'.;EH]
Clients (Who May Avail): Electne Cooparatwes
Checklist of Requirements Where o Secure

| |Board Resgluiion adepiing the AGMA proposed amandmenl Eleciric Coopemive

AGMA Fesolubion on the proposed amendment Elacinc Capperaive

Sigmed Minutes of the General Assambly Meating Apgreving the progosal

Elaciric -Em;;ﬁh'e

Existing and Proposad By-laws {1 ofiginal Sopy)

Efediric Coopaiative

[Carfificate of Cuorum (1 ongnal copy)

Electn: Cooperalne

Cerificate of Radification (1 osiginal copy)

Elachic Conperaiiva

=N AT Y

Alfidavit of ha Board Prasident

Elacinic Cooperalive

Additienal Requiremeants for Redistricting

3 [Achssl vs Potential Revanie

1 (Achial v Polential Rumber of Conrechons

Elpiri Cooperalnmg

Recommendation  to the  Deparment
Manager. |Durasion of Acton taken from
ECME, LS50 Deputy Adminisirators,  and
fofficia action of the Administiator is not
finchegad in the tobal processing Hime}

Electric Cooperativa
3 Cnmpaml]u:'}aue of AchualProposed Non-Power Cosl Expenses &8 arésull of Redisiricting Efciric Cooparative
_4_ "ipu:lt Mep and Exstngidimisnded Coop-By- ks E leciric Cooperative
Fees To Parson
Mo. | ChentSteps Agency Action Location | o 'n g | Processing Time Responsible
i Submils request 11 [Receives reques] MEA BIF Maona 17 day Gr. Data Encodar Cantroller
witf: complete 0P
supporteg 12 |Reviewstevaluates/preparesfendorses  drafl NEA GIF Mo 30 days Infarmation/Community Relaticne
documents recommendation  for Approval  of coPn Officer, St Information/Comanunity

Relations Oilcer,
Information/Communily Felatans
Chaaf, Divisgion & Departmeant
Managers, ECME & LSO DAs &
Aderenistiaion
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Mo. Clignt Steps Agency Action Location G Paid Processing Time Asaiporil
2 Fecaives Approvesd Upon mecaipt of the Approved EC By-iewes
amendments amendments: from  the OMice of the MEA B/F S Data Encodar Confrolies,
21 |Administrator, endorées b EC 800 he latter COPD MNome: W2 dary Recoeds Officor
& Amendad By-laws thraugh B
TOTAL None 1 days
EMD
LEGEMND:

DAECMS « Depily Admirestrater for Electric Cooperatives Managamenl Services
DALSD - Doputy Admindsirator for Legal Services Office

DD - Insttutianal Ceveloprment Department
COPD « Consumes Devalaprmant & Protection Division

ECs - Elactric Cooparatives
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CRO - Commanily Relstinns Officer

10 - Information Officer

RMLU - Records Mansgement Linid

AGMA - Annual Genaral Membership Assarmhly
BOD - Board of Déracior




HI.A. Sector

==
Fa =
=
Electric Cooperative Management Services (ECMS)
Department/Office Institutional Development Department (IDD)
Division/Unit Organization & Management Development Division (OMDD)
External Services
[ SERVICE NAME PAGE |
Service 1 Year-End Performance Incentwes of Officers and Employaas 128-128
Service 2 Request for Employees’ Salary Increase S 130-131
Service 1 Reques! for General Manager's Salary Increase 132-133
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Service 1:  Year-End Performance Incentives of Officers and Employees
This procedure provide guidance i the evaluation of requast for Productivity Incentives.

DSpRCERAnAVINMY, Eféii‘&?&?iﬁ?ﬁﬂgﬁﬂgﬁmim Division {OMDD)
Classification: Complex Transaction
Type of Transaction: Government-lo-Business (G2B)
Clients (Who May Avail): Electric Cooperatives
Chechklist of Requirements Where to Secure

1 |Baard Resolulion {1 arginal copy)

Electric Cooparative

2 |Summary of Proposed Recipients with total amount (1 anginal copy)

Elaciric Cooperative

3 |Marthly Financial and Statistical Report (MFSR| as of October of the Current Year (1 original copy)

Electric Cooperative

Fees To Be |Processing Person
No. Client Steps Agency Action Location Paid Time Responsible
1 |Submits request and (1.1 [Receives requesl NEA &/F None 1 day Records Officer
complete supporting OMDD
documenis Resaarcher
Analyst, ECDO.
Sr, ECDD
iill'l:? necessary data and evaluates NEA BIF Siigerising
' L oMpD ECDO
1.2 - Resultof KPS evaluation ma_-:f Octobar) NEA 4/F Mone 4 days ECDO Chief
- Matrix on Comparative Incentives ECEMS IRD
- Btatus of Subsidy Liquidation ar IRD
Supernvising IRD
IRD Chief
HEA &'F Divigion Manager,
Reviews and recommends approval of the oMDD. Departmeant
1.3 reqUes! NEA 4/F None 1 day Manager
& CAECMS

ODAECMS ]
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i . Fees To Be | Processing Parson
Mo. Cliont Steps Agency Action L'“_“H“_" Paid Time Responsible
Receives letier- | 2.1[Upon approval of the Administrator, lransmils NEA 6/F None 1 day Data Controller
approval letter to EC thru e-mail andlor releases the oMRD Officer
same through EMLU,
TOTAL MNone T days

LEGEND:

ECs - Electric Cooperatives

ECFMS - EC Financia! Management Services
IDD - Instilufional Development Deparimeni
MFSR - Monthly Financial and Statistical Report
QA - Dffica of the Administrator

ODAECMS - Office of the Deputy Administratar for Electric Cooperatives Management Services
OMDD - Organization and Management Developmeant Division
RMU - Records Management Unit
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Service 2: Request for Employees’ Salary Increase

This procedure provide guidance in the evaluation of reguest for Employess’ Salary Increass

Instituticnal Development Department (1I0D)/

Department/Division: Organizational and Management Devalopment Division (OMDD)
Classification: Highty Technical
Type of Transaction: Government-lo-Business {G2B)
|Clients (Who May Avall): Eleciric Cooperatives
Checklist of Requirements Where to Secure
1 |Board Resolution {1 ariginal copy) Electric Cooperative
2 |Comparative Analysis of Existing and Propeosed of Monthly Payrall {1 original copy) Electric Cooperative b

3 |Certificate of Compliance in Security Deposit 1o Power Suppliers (1 oniginal copy}

Electric Cooperative

{1 anginal copy)

4 Certfication thal the EC has sufficient =inking fund for retrement based on Actuanal Study

Electric Cooparative

5 |Smulation of DSM vs Non-Power Cost (1 onginal copy)

Electric Cooparaive

§ |Financial Operation for the past 3 years and 3 years Projeclted Cash Flow (1 oniginal copy)

Electric Cooparative

: Fees To Be |Processing Person
Mo. Client Steps Agency Action Location Paid Time Responsible
1 |Submits request and| 1.1 [Receives request. NEA, &/F None 1 day Records Officer
complete supporting oMBD
documents Kesearcher
Gathers data and evaluate employess' salary Analyst, ECDO
increase. Prepares lefter-reply NEA 8/F Sr. ECDO
- Status of Subsidy Liquidation oMmbpo Supervising
- Validation of Documents submitted MEM B/F ECDO
Y21 4y Payment to power suppliers/ AMGD hone s ECDQ Chief
transmission and VAT NEA 4/F IRD
k) Securty Deposit to power supplier ECFM3 Sr. IRD
&) Status of Power Historical (3 years) Supervising IRD
IBD Chef |
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Fees To Be |Processing Parson
No. Cliant Staps. Agency Action Location ‘Paid Time | Responsible
; NEA &6/F Division Manager
Review latler-reply (o be signed by OMDD &
1.31{a) Administrator - for approval NEA VE Nons 3 days Department
b) DAECMS - for deferment DAECMS Manager
2 Recelves letter- |2.1|Transmis letter to EC thru e-mail andfor NEA G/F None 1 day Data Controller
approval/deferment releases the same through RMU. OMDD Officer
TOTAL Mone 20 days
- m END
LEGEND:

DAECMS - Deputy Administrator for Electric Cooperaiives Managemenl Services

DSM - Distribution Supply and Metering

ECs - Elactric Cooparatives

ECDO - Electn: Cooperative Development Officer
IDD - Instituticnal Davelopment Department

IRD - Industrial Relations Developmant

DOMDD - Organizabon and Management Devalopmeant Division

RMU - Records Management Unit
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Service 3: Request for General Manager's Salary Increase

This procedure provide gukdance in the evaluation of reguest for (General Manager's Salary Increase.

Institutiona! Development Department (IDDY

Department/Division: Organizational and Managemeant Devalopment Division {OMDD)
Classification: Highly Techrical
Type of Transaction: Government-to-Business {GZE)

Clients (Who May Avail):

Electric Cooperatives

Checklist of Reguiremaents

Whare to Secure

1 |Board Resolution and Evaluation of GM's Performance (1 onginal copy)

Elacinc Cooperative

Feas TU-EE

" Processing Person
No. Client Staps Agency Action Location Paid Time Rasponaible
1 |Submits request and| 1.1 |Receives request NEA &6/F Mone 1 day Records Officer
complete supporting OMDD
document Fesaarchar
Analyst, ECDO,
Gathers and evaluates request in coordination NEA BF &r. ECDO
with ADCOM and ECAD for CEW. Prepares OMDD EUEEFE:EHQ
Latter-Raply NEA 5/F Kiinigs 15 da
; yS :
12| Resut of KPS evaluation {latest) AMGD ECDO Chiel
- Stalus of Subsidy Ligusdation, SEP NEA 4/F IRD
ECFMS Sr. IRD
Supenvising IRD
IRD Chiaf
. NEA &/F Division Manager
Review letter-reply to be signed by: MDD &
1.3 |a) Administrator - for approval NEA 3/F MNone 2 days Department
b} DAECMS - for deferment DAECMS Managsr
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ADCOM - Administratve Committes
CEW - Complete Siaff Work
DAECMS - Depuly Administrater for Electne Cocperalives Management Services
ECAD - Electric Cooperative Pt E?Epartn'mnt

ECs - Electric Cooperatives

ECDO - Elecinc Cooperative Development Officer

IDD - Institutional Development Department

IRD - Industrial Relafions Developmeant

OMDD - Organization and Management Developmeant Division
RMU - Records Management Uit

134

No. | Client Steps Agency Action Location | Fees To Be |Processing]  Person
2 Receives lettar- | 2.1 |Tranamits lefter to EC thru e-mad andfor NEA &/F None 1 day Data Controller
approval/deferment releasas the same through RMUL OMDD Officer
TOTAL None 20 days
END
LEGEND:
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IV.A. Sector : Technical Services (TechServ)
Department/Office : Disaster Risk Reduction and Management Department (DREMD)
Division/Unit : Disaster Risk Reduction and Management Department (DRRMD)
External Sarvices
SERVICE NAME PAGE
5 1 Technical Evaluation of Calamity Grant Request of ECs Affected by Calamiy/Disaster 135-197
i (90% or 100% Release)
Service 2 Supplemental Technical Evaluation of 10% Retention of Calamity Grant Released 1o ECs 138-139
Sarvice 3 Techmcal Evaluation of Calamity Loan Request of ECs Affacted by Calamity/Disaster 140-142
Service 4 Evaluation and Approval of ECs' Submitied WVRA, MP, ERP, and RCP (Resiliency Plans) 143-144
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Service 1:

Technical Evaluation of Calamity Grant Request of ECs Affected by Calamity/Disaster

(90% or 100% Release)
This procedure provide guidance in the Evaluation/&pproval of EC's Budgel Reques! (BR) for subsidy funded disaster/'calamity
projacis.
Departiment/Division: Disaster Risk Reduction and Management Department [DREMD)
Classification: Highty Technical
Type of Transaction: Government-to-Business (G2B)
Clients (Who May Avail): Electric Cooperatives
Checklist of Requirements Where to Secure
1 I;E::reerr:::;sud to NEA requesting financial assistance in the form of subsidy from tha Mational Electric Cooperative

2 |Onginal signed Budget Request (al leasl 3 copies) Eleciric Cooperative

3 |Board Resolution requesting for financial assistance in the form of subsidy Electric Cooparative

4 |Bill of Materials and Cost estimates per municipality Electric Cooperative

& |Power Restoration Report Elactric Cooperative

& |Work Program of Rehabilitation (in Gantt Chart Form) ] Electric Cooperative

7 |Geo-tagged of damaged dx ines and faclities supported by photos Electrnic Cooperative

8 |Damage Report including Cost Estimate per Municipality Electric Cooperative

Annual compliance of EC's "u"ulnEl‘abqllt!..' and Risk Assessment (VRA), Resiliency Compliance Plan .
° {(RCP), Mitigation Ptan (MP), and Emergency Response Plan (ERP) EAEEHIE EAE
Fees To Be | Processing Person
No. Client Steps Agency Action Lecation Paid Time Responsible
1 Submit request 1.1 |Racelves documentary requirements for NEA &F Mo 112 day Jecretary A
including al calamity asaistance from the ECs DRRMD Administratve
documentary Services Assistant
requirements for A
calamity assstance
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. i T Fees To Be | Frocessin Person
No. Client Steps Agency Action Location " Paid e ”T“ 5 g Responsible
1.2 |Endorses to the Departmant Manager the NEA B/F MNone 112 day Secretary A,
recaived documentary requiremeants from the DRREMD Administrative
ECs Sernices Assistant
s
13 |Endorses lo assigned personnel, NEA B/F None 1 day Department
DRRMD Manager
1.4 |Checks completenass of submitted NEA B(F MNane 1 day Enginieer A,
documentary reguirements DRRMD Senior Engineer
A, Supervising
Enginear A,
Principal Engirneer
— . W
1.5 |Conducts Technical Evaluation based on the NEA B/F Mone 4 days Engineer A,
submitted Bl of Materials {BOM) DRRMOC Senior Enginear
A, Supervising
Enginass A
Prncipal Enginear
G
16 |Draft Calamity Grant Aliocation of evaluated NEA &/F MNong 2 days Engineer A
requests from ECs DRRMD Senior Enginaar
A Depariment
Manager
1.7 |Endorses the Proposed Calamity Grant NEA 6/F MNone 12 day Secretary A,
Allocation to QDATS DRRMD Adminsstrative
Services Assistant
A
1.8 |Endorses the Proposed Calamity Grant MEA B/F None 1/2 day Secretary A,
Allocation for the approval of the DRREMD Administrative
Adminisirator Services Assistant
A
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ASD - Accounts Services Divison

BR - Budget Request

DREMD - Disgster Risk Reduchon and Management Depanment

DX Line - Distnbutan Ling

137

ECs - Electric Cooperatives
MO, - Memorandum of Agresmenl
ODATS - Office of the Depuly Administrator for Techncs Sarvices

: = . il . | Fees To Be | Processing Person
Na. Client Steps Agency Action Location Paid Time : .
1.9 |Conducts Supplemental Evaluation for fhe MEA 6/F Mone 3 days Eﬂginaar A
iniial release of calamity grant DRRMD Senior Enginesr
A, Supemnvising
Enginear A,
Principal Enginear
C
110 |Prepares DVW/BUR with the documentary MEA B/F Mone 3 days Secretary A,
requiremants DREMD Administrative
Barvices Assistant
A
111 |Approves and signs the Supplamental MNEA &/F None 1 day Departmant
Evaluation and DVIBUR of Initial Release DRRMD Manager
112 |Endorses the Supplemental Evaluation and NEA BIF MNona 2days 'E'-Erl::_rﬂ_tﬂr'_s' ﬁ-
DV/BUR to ODATS for the approval of the DREMD Administrative
Deputy Adrministrator Sernvices Assistant
A
113 |Endorses the Supplemental Evaluation with NEA 6/F Mone 1 day Eecre_iaﬂ .P-.
recommended amount to be released to DRRMD Ad_mlnis'trat_wa
Accounts Sarvicas Division (ASD) for the Sarvices Assisiant
preparation of Memorandum of Agreement A
(MOA)
TOTAL None 20 days Al
END ;
LEGEND:




Service 2: Supplemental Technical Evaluation of 10% Retention of Calamity Grant Released to ECs
This covers activities in the supplemental evaluation of the ten (10%) percent retention financial assistance to ECs in the form

of grant/subsidy upon liquidation of the B0% nitial release.

Department/Division; Disaster Risk Reduction and Management Department {DREMD) [
Classification: Highly Technical
Type of Transaction: Government-to-Business (G2B)
Clignts (Who May Avail): Electric Cooperatives
Checklist of Requirements Where to Secure
1 |COriginal signed Budget Request (at least 3 copies) Electnc Cooperative
2 |EC Accomplishment Report Electric Cooperative
3 |Project Implementation Report (FIR) Electric Cooperative
4 |As-buit Bill of Materials per Municipality Electric Cooperative
5 [As-built slaking sheets Electrnic Cooperative
& |Cerificate of Final inspection and Accaptanca Electric Cooperative
Fees To Be | Processing ‘Person
No. Client Steps Agency Action Location Paid Time R ible
1 Submits request for | 1.1 |Recenves request ta claim 10% retention NEA GF Nona 112 day Secretary A,
10% retention CRREMD Administrative
Senices Assistant
A
13 ;Endnrsaﬁ to assignad personnel. MNEA B/F MNone /2 day ~ Department ]
DREMMD Manager
14 |Conducts Supplemental Evaluation for the | NEA 6IF None 2 days Engineer A,
release of 10% retention DREMD Senior Enginesr
A, Supervising
Engnear A
Principal Engineer
i
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: o ot . Fees To Be | Process Person
i Shisi DN s s LESAROR EJ: mim Responsible
15 [Prapares DV/BUR with the documentary NEA G/F MNong 2 days Secretary A,
requirements DRRMD Administrative
Sarvices Assistant
A
1.6 Approves and signs the Supplemental MEA BIF MNane 112 day Departrment
Evaluation (10% Retention} and DVIBUR DREMD Manager
1.7 |Endorses the signed Supplemental Evalualion| NEA &F Mone 2 days Secretary A,
and OV/BUR to ODATS for the approval of DREMD Administrative
Deputy Admimstrator Services
Assistant A
1 B |Endorses the Supplemental Evaluation with NEA B/F None 1/2 day Secretary A.
recommendad amount to be refeased o DREMD Adminstrative
Ascounts Sarvices Dwision (ASD) Senvices Assistart
A
TOTAL None 8 days

END

LEGEND:

AMGD - Accounis Management and Guarantee Departmant
AZD - Accounts Services Division
BR - Budnet Request

DRRMD - Disasier Risk Reduction and Management Desariment
ECs - Elacinc Cooperatives

ODATS - Office of the Depuly Administrator for Technical Services
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Service 3: Technical Evaluation of Calamity Loan Request of ECs Affected by Calamity/Disaster

This procedure provide guidance in the Evaluation/Approval of EC's Budget Request (BR) for disastericalamity related Ioans.

o

Department/Division: Disaster Risk Reduction and Management Depariment (DRRMD)
Classification: Simple
Type of Transaction: Government-to-Business (G2B)
Clients (Whe May Avail): Electric Cooperatives .
Checklist of Requirements Where to Secure
Letter addressed fo NEA requasting calamity loan from the Mational Government Elactric Cooperative
Original signed Budget Requas! (al leas! 3 coples) Electnc Cooperative

Board Resolution raquasting for financial assistance in ih-; form of subsidy

Electric Cocperative

Bill of Materials and Cost estimaies per municipality

Electric Cooperative

Pawer Restoration Report

Electric Cooperative

Wark Program of Rehabilitation {in Gantt Char Form))

Electne Cooparative

Geo-lagged of damaged dx Iines and facilities supported by photes

Elecinc Cooperative

00 [ == ) | LN e | fad ] D)

Damage Report including Cost Estimate par Municipality

El:eutm: Cooparatve

Annual compliancs of EC's Vulnerability and Risk Assessment (VRA), Resiliency Compliance Plan

Electric C atne
4 (RCP}, Mitigation Plan (MP), and Emergency Responze Plan (ERP) gt i
Fees To Be | Processing Person
No. Client Steps Agency Action Location Paid Time Responsible
1 Submit request 1.1 |Receives transmitted calamily loan request/s NEA G/F Mone 1 hour Secretary .'5..
including al from ECs/AMGD DREMD Adminstrative
documeniary Services Assstant
requiremeants A
1.2 [Endorses 1o the Department Manager the NEA BIF None 1 hour Secretary A,
received documentary reguirements from the ECs} DRRMD Administrative
Services Assistanl
A
1.3 |Endorses io assigned personnel, MEA &/F MNone 1 hour Department
DREMD Manager
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No. | Client Steps Agency Action P B sl Kl PS8
14 [Checks completeness of documentary MEA BIF None 1 hour Engineer A,
requirements DRRMD Serior Engineer
A, Supervising
Engineer A,
Principal Enginesr
G
1.8 |Conducts Technical Evaluation based on the MNEA G/F Mone 1day Engmnesar A,
submited Bill of Materials (BOM) DRRMD Senior Engineear
A Supernvising
Enginaar A,
Principal Engineer
C
1 € |Prepares DVIBUR with the documentary NEA 8/F Nane 4 hours Secretary A,
raquirements DRAEMD Administrative
Servicas Assistant |
A
'|
1.7 |Approves and signs the Technical Evaluation for MEA B/F Mone 4 hours Departmeant
Calamity Loan DRRMD Manager
1.8 |[Endorses the signed Technical Evaluation NEAGF |  None 2 hours Secretary A,
and DV/BUR to ODATS for the approval of DRRMD Admiristrative
Deputy Administralor Senvices Assistanl
A
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5 : _ Fees To Be | Processing Person
o. | Client Steps Agency Action '-""'_“ﬁ“_“ Paid Time Responsible
1.8 |Endorses the Technical Evaluation including MEA GF Mone 2 hours Secretary A,
other documentary requirements to AMGD for the| DRRMD Administrative
finalzation of loan request Services Assistant
A
TOTAL None 3 days
END
LEGEMD:

AMGD - Accounts Managemeni and Guaranise Department

BR - Busdgel Request

DRRMD - Disaster Risk Reduction and Management Department
DX Line - Cistrebution Ling

ECs - Electnic Cooperalives

MOA - Memorandum of Agreasmant
ODATS - Office of the Deputy Administratar for Tachnical Services
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Service 4:

Evaluation and Approval of ECs' Submitted VRA, MP, ERP, and RCP (Resiliency Plans)

This covers activities in the evaluation of Electric Cooperatives’ Resiliency Plans until provisionally approved.

Department/Division: DISASTER RISK REDUCTION AND MANAGEMENT DEPARTMENT
Classification: Highly Technical
T;rpl of Transaction: Governmenl-lo-Business (G2B)
Clients (Who May Avail): Electric Cooperatives
Checklist of Requirements Where to Secure
Ann ual compliance of EC's Vulnerakility and Risk Assessment [VRA), Resilency Compliance Plan (RCP), Electric Cooperalive

I'uhtlgatlun Plan (MP}, and Emergency Respanse Plan (ERP)

2 |Board Resolution adopting the ECs’ Resiliency Plans

Electric Cooperative

3 ilmenln—ry of Mitigation Plans of the previous year

Electric Cooperatve

Fees To Be | Processing Person
No. | Client Steps 1 Agency Action Locakten Paid Time Responsible
1 Annual submission | 1.1 |Recaives submitied Resiliency Plans fram ECs NEA 6/F Nene 112 day Secretary A,
of Resiliency Plans DRRMD Administrative
services Aszistant
A
1.2 |Endorses to the assigned evalualor NEA 6/F Mone 1/2 day Department
DRRMD Manager
1.3 |Checks coreciness. completeness and MEA &iF Mane 12 Enginear A,
compliance to minimum requirements of each DREMD days Senior Enginear
submitted Resiliency Plans A Bupervising
Engineer A,
Frincipal Enginaar
G
1.4 |Drafts a letter for revision if the submitted NEA GF Mone 1 day Engineer &,
Resliency Plans are insufficient/lacking®* DREMD Senior Enginesr
A, Supervising
Engineer A,
Principal Enginser
| c |
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: : L Fees To Be | Processin Person
No. | Client Steps Agency Action Location | "*0 8™ [ ume | Rosgonsible
1.5 |Approves and signs the letters for revision® MEA 6F MNone 1 day Department
DREMD Manager
1.6 |Send the latter for revision to the recipient ECs MNEA 6/F Mane 1 day Secrstary A,
thru e-mail* DRRMD Administrative
Sarvices Assistant
A
1.7 |Drafis a letier of provisional approval if the MEA 6/F Mone 1 day Enginesar A,
submitted Resilency Plans are CRRMD Senior Engineer
complete/compliant. A, Supernsing
Engineer A,
Principal Engineer
c
1.8 |Approves and signs the submitted Resilienoy MEA GIF mone 1 day Department
Flans DREMD Manager
1.8 |Endorses the provisionally approved Resilieney MNEA 8/F None 1 day Secretary A,
Plans to ODATS for signature of the Deputy DREMD Administrative
Administrator Services Assistant
A
1.10 |Send Provisional Approval letter to reciplent ECs | NEA &IF Mene 1 day Secratary A,
DREMD Administrative
Senvices Assistart
A
TOTAL Mone 20 days

END

* This process may be skipped if the EC already submitted nnnﬂnﬂhnmﬁﬁﬂa“hnﬂv Plans

LEGEND:

DRRMD - Disaster Risk Raduction and Manageman! Department

ECs - Electric Cooperatives

ERP - Emergency Rastaration Plan

MP - Miigation Plan

RECP - Resilkency Complignce Plan
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VRA - Vulnerabiity and Risk Assessmeant

ODATS - Office of the Depuly Administrator for Techmical Services




IV.B. Sector

f:E == ;n';
FL .
: Technical Services {TechServ)
Department/Office : Engineering Department (ED)
Division/Unit : Engineering Department (ED)
Internal Services
SERVICE NAME PAGE
i 1 ;::Trﬁ;::?;l :::::;ﬂj ;uﬁau:;r:nd}subsrdmed EC Network CAPEX Projects 146-147
Service 2 Technical Evaluation of Laan and Subsidized EC Network CAPEX Projects 148-148
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Serv

ice 1: Technical Evaluation of Loan and Subsidized EC Network CAPEX Projects

(for AMGD's Board Endorsement)

T.hplrh'_nlntuhrh{m: Enginearing Departmeant (ED)}

Classification: Highly Technical

Type of Transaction: Government-to-Citizen {G2G)

Clients (Who May Avail): MEA-Accounts Management and Guarantes Division (AMGD)

Checklist of Requirements Where to Secure
Praject Praofile - includes the genaral project description detailing forecasting, problems being addressed,
1 | performance assessment, project formulations, teehnical and aconomic evaluation performed by the MNEA 5/F, AMGD
requestinEE_E {1 cepy)
Drawings - single line diagrams of substations, views clearly showing pieces of egupment- isometric,
= side, front, and/or top (1 copy) i si i e i e
3 Bill of Materials {(BOM) - matenal showing technical specifications, |abor, freight and handling, and NEA BIF. AMGD
contingency cost using the latest NEA Price Index (1 editable electronic copy} '
4 | Gantt Chart/Timeline (1 copy) NEA 5/F, AMGD
5 | ApprovediFiled ERC CAPEX Application (1 copy) NEA 5/F, AMGD
B | Approved E-ICPM Waorkplan (1 copy) NEA 5/F, AMGD
7 | As-Built Staking Sheels - showing tabulaticn of construction assemblies (1 copy If applicable) NEA 5'F, AMGD
8 | As-Planned Staking Sheels - showing tabulation of construction assemblies (1 copy) NEA 5/F. AMGD
8 | As-Planned Staking Sheets - showing tabulation of construction assemblies (1 copy) NEA 5/F, AMGD
; . Fees To Be | Processing Parson
No. Client Steps Agency Action Locktion | paig Time | Responsible
1 AMGD tranamits 1.1 |Receives the documentary requirements MNEA BF Mone /2 day |Executive
complete Checklist of ' The Executive Secretary A performs a ED Secretary A
Requiremenis for prediminary checking of the Checklist of
Technical Evaluation Reguiremants. If there are lacking itermns, the
filea are returned to AMGD.
1.2 |Endorzes to Division Manager A / NEA &/F None 112 day |Execulive
Principal Enginear A ED secrefany A
1.3 [Endorzes to Technical Evaluaters NEA &/F Nane 1 day Division
* The technical evaluators are composead of ED Manager A [
Principal Engineers, Senior Engineers, and Proncipal
Engineers of varying Job Grades. Enginaar A
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No. Client Ste - , |Fees To Be| Processing |  Person
.01 Mgrcy ction Locatioh | posd Time | Responsible
1.4 [Technical Evaluation NEA B/F None 13 days |Pnncipal
* Responsible persons assess the technical ED Engineer A,
correctness of the project i e no detenorating Supervising
impact on the distribution network and evaluate Erginesr A,
if the cost is juet and reasonable based on the Senior
HEA Price Index. Engineer A,
Engineer A
1.5 |Check and Raview MNEA B/F Mans 2 daye Divigian
ED Manager A/
Principal
Engineer A
1.6 [Recommends for Approval, NEA B/F MNone 1 day Departmant
ED Manager A
1.7 |Approval NEA G/F Mane 1 day Caputy
ODATS Administrator
for Technical
Senices
1.8 |Endorses the approved Technical Evaluationto | NEA 6F None 1day |Department
AMGD ED Manager A
TOTAL None 20 days
END
Note Electronic copies are preferred in addition to hard copies
LEGEND

AMGD - Accounts Management and Guarantes Department
BOM - Bill of Msterials

BUR - Budge! Utitization Report
DV - Disbursement Voucher
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ECs - Electric Cooperalives

ED - Engineering Departmeant
MOA - Memarandum of Agresment
QDATS - Office of the Depuly Administrator for Technical Services




Service 2;

Technical Evaluation of Loan and Subsidized EC Network CAPEX Projects

Dapartment/Division: Engineering Depariment l{ﬁl}
_Classification: Highly Techriical
Type of Transaction: Government-to-Business (G2B} =
Clients (Wha May Avail): NEA-Accounts Management and Guarantee Department (AMGD)
Checklist of Requiremants Where to Secure
Project Profile - includes the general project descrpfion detailing forecasting, problems being
1 | addressed, performance assessment, project formulations, technical and economic evaluation NEA-AMGD
performed by the raguesting EC (1 copy)
' 2 Drawings - single line diagrams of substations, views clearly showing pieces of equipment- isometric, NEA-AMGD
side, front, andlor top (1 copy)
4 Bill of Materials (BOM} - material showing technical specifications, labor, freight and handling, and NEA-AMGD
contingency cost Using }Ilejite;slyﬁ.ﬁ Prica indax (1 editable electronic copy)
4 | Gantl ChariTimeline (1 copy) NEA-AMGD
5 | Approved/Filed ERC CAPEX Application (1 copy) NEA-AMGD
& | Approved E-ICPM Workplan (1 copy) NEA-AMGED
7 | As-Built Staking Sheets - showing labulation of construction assembbes (1 copy if applicable] NEA-AMCD
8 | As-Planned Slaking Sheets - showing tabulation of construction assembles (1 copy) NEA-AMGD
9 | As-Planned Staking Sheets - showing tabulation of construction assemblies (1 copy) NEA-AMGD
10 | Mofice of Award - optional for loans but required for subsidies (1 copy) NEA-AMGD
11| HNotice to Proceed - optional for loans but required for subsidies (1 copy) NEA-AMGD
(12 Budget Request - optional for loan and subsidy releasing (1 original copy) HE.'*--II-‘E'IGD
: Fees To Be | Process Person
No. Client Steps Agency Action Location Paid Time Responsible
1 AMGD transmits 1.1 |Receives the documentary requiremeants. NEA B/F More 172 day  |Execulive
complete Checkiist of * Tha Executive Secratary A performs a ED Secretary A
Requirements for preliminary checking of the Checklist of
Technical Evaluation Reaurements. If there are lacking items, tha
files are refurned o AMGD. .
1.2 |[Endorses to Division Manager A / NEA B/F None 12 day  |Execubiva
Principal Engineer A ED Secretary A
1.3 |Endorses to Technical Evaluators NEA 6/F Nane 1 day Dwvision
* The technical evaluators are composed of ED Manager A |
Principal Engineers, Senior Engineers, and Prncipal
Engineers of varying Job Grades: Engineer A
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by e | Fees To Be | Processing Person
No. Client Steps m:ylntlnn Location Paid Tiva: Rozrponsible
1.4 [Technical Evaluation NEA 6/F None 12 days  [Pnncipal
* Hesponsible persons assess the lechnical ED Enginaer A,
comrectness of the project ie. no deteriorating Supervising
impact on the distribution network and evaluate Engineer A,
if thie cost is just and reasonable based on the Seniar Engineer
MNEA Prce Index A, Engineer A
1.5 |Check and Review MNEA B/F Nane 2days  |Division
ED Manager A /
Principal
Engireer A
1.6 |Preparation of Disbursemeant Voucher (DV) and MEA &/F MNone 1 day Executivae
Budget Litilization Reguest (BUR) ED Secrelary A
* For deletion. Financial documents such as DV's
and BURs should be accomplished by AMGD
1.7 |Recammends for the Approval MNEA 6/F None 1 day Department
* IFOK, signs the technical evaluation on Budgel ED Manager A
Reguest, and Budget Liilization Request
1.8 |Approval NEA 6/F Mare 1 day Deputy
" If OK, signs the technical evaluation on Budget| ODATS Administrator
Reguest for Technical
- Senices
1.9 | Endorses the approved Technical Evaluation, MNEA BiF Mone 1 day Departmant
jE!Lu:Igat Requesi. DV, and BUR to AMGD ED Manager A
TOTAL None 20 days
END ==
LEGEND
AMGD - Accounts Management and Guarsntee Department ECs - Eleciric Cooparatives
EOM - Bill of Matarials ED - Enginsering Dapartment
BUR - Budget Utilization Repart MOA, - Memorandum of Agresment
DV - Disbursement Youches ODATS - Oflice of the Deputy Administrator for Technical Services
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i —
IV.C. Sector ; Technical Services (TechServ)
Department/Office Taotal Electrification and Renewable Energy Development Department (TEREDD)
Division/Unit Renewable Energy Development Division (REDD)
External Services
SERVICE MAME PAGE
Service 1 EvaluationiApproval of EC's Budgel Request (BR) for subsidy funded RE projects 151-152
Internal Services
SERVICE MAME PAGE |
Service 1 Technical Evaluation/Approval of EC's Loans for the Development of Renewable Energy projects 153-155
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Service 1;  Evaluation/Approval of EC's Budget Request (BR) for subsidy funded RE projects

This procedure provide gudance in the Evaluation/spproval of EC's Budgat Request (BR) for subsidy funded RE projects

Deparmeniision: o v igems (LI 08
Classification: Highty Technical
Type of Transaction: Governmeni-in-Business (G28)
Clients (Who May Avail): Electric Cooperalives

Checklist of Requirements Whera 1o Secure
1 ;E-:grmal::]lﬂmﬁw cerifying the number of un-energized household per sitio/barangay Elactric Cooperaiive
2 |*Location Map per sitio (orginal copies) Electric Cooperative
3 |'List of names of proposed consumers (1 original copy) Eleclric Cooperative
4 |*List of sitios/purok/barangay with number of Households (1 original copy) Electric Cooperative
'5 Budge! Request (1 original copy) - Electric Cooperalive
6 |Project Proposal (1 onginal copy) Electric Cooperalive
;_ “Board Resolution — Endorserment of List of Silies with No. of Beneficianss (1 onginal capy) i Electric Coopearative
&8 |*Board regolution — Adoplion of the Project (1 ariginal copy} Electric Cooperative
g |*Board resolution — Creation of Solar Business Unit (1 original copy) Electric Cooparative
10 |Leter of Commitment to finish the project based on the timeline (1 criginal copy) Electric Cooparative
11 |Exacution Plan {1 criginal copy) Elecinc Cooperative
12 [As-planned Bill of Materials (1 original copy) Electric Cooparative

Mote: All documentary requiremants must be submitted for projectis) subsect to EC bidding.
Only the documertary requirements marked with an asterisk (*) are required for project(s) sibject lo NEA bidding
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-y Feas To Be | Processing Person
No. Client Steps Agency Action Location Paid i Responsibi
1 Submits request | 1.1 |Receives and endorses to ODATS the BRs and MNEA G/F Mong 112 day Records Officar
tagether with the other documants submitted by the ECs Records Unit
required documents | 1.2 |Endorses to Department Manager TEREDD. MNEA 6/F None 112 day DATS
QDATS
1.3 |Endorses to Division Manager REDD. H&:TIF Mone 172 day Cepartrment
TEREDD Manager
1.4 |Evaluates the Budget Request. NEA &F REDD Nane 3 days Project Officers
[=enior Engr. B.
Senior Engr. A &
Principal Engr. C)
1.6 |Reviews evaluated Budget Request. NEA G/F REDD MNane 7 days Team Leader/
iProject Manager)
Division Manager
16 |Recommeands evaluated Budget Request NEA BIF REOD Nona 1 day Departmeant
Manager
1.7 [Approves Budget Regquest MNEA GF Moire 1 day OATS
DDATS
1.8 |Endorses the approved Evaluation NEA T/F Mone /2 day Depariment
Memorardum to Accounts Sarvices Division TEREDD Manager
ASD) for Memorandum of Agreamant (MDA}
preparation
TOTAL Mone 14 days
END
LEGEND:
ASD - Accounts Services Division ODATS - Office of the Deputy Administrater for Tachncal Servces
BR - Budget Requesi REDD - Renewabie Energy Developimean! Divigion
DATS - Deputy Adrmmstrator for Teshnical Services RE project - Renewable Energy projec

ECs - Ewclric Cooparatives

TEREDD - Todal El=cirilication and Renewable Energy Developmen Departmeant
MOCA - Memomandum of Agresment
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Service 1:  Technical Evaluation/Approval of EC's Loans for the Development of Renewable Energy projects

This procedure provide guidance in the Technical Evaluation of EC's Loans for the Development of Renewable Energy projects.

Department/Division: ovmisdbe Eretes Daveir D T (RO
Classification: Highly Technical
Type of Transaction: Government-to-Business (G2B|
Clients (Who May Avail): MEA - Accounte Managemeant & Guaranias Department (NEA-AMGD)

Checklist of Requirements Where to Secure
1 |AMGL's Memorandum requesting a technical evaiuation of EC's loan application for RE Projects NEA-AMGD

5 Distribution Development Plan/Power Supply Procurement Plan (DDP/PSFPP)

The proposed Rerewable Energy Progect shall be in accordance with the EC's latest and accepted DDP/PSPP WEAAMGED

Fenewable Portfolic Standards (RFS) Compliance Form

d |The proposed Rerawable Energy Projct shall be in accordance with EG's latest and approved RPS complance NEA-AMGD
[reqguifemenis besed on latest approved APS Fonmal

Renewable Energy Development Plan

4 |Tre proposed Rerawable Energy Project shall be in accordance with the lalest REDP of the EC duly approved by tha MEA NEA-AMGD
which sontan the BPS.

5 |RE Project Area Location Map or Proofl of Access to Proposed/Applied Area NEA-AMGD
& |Pre-feasibility Study or Feasibility Study NEA-AMGD
7 |Load Flow Analysis or Distribution Impact Study (duly reviewed and/or conducted by the EC) NEA-AMGD
8§ |Rate Impact Simulation on the Overall Rates of the EC NEA-AMGD
8 |EC Board Resolution approving the renewable energy projec NEA-AMGD
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- o £ . Fees To Be |Processing Person
Client Steps Agency Action Location Paid Time Responsible
AMGD fransmits | 1.1 |Receives and endorses to ODATS the NEA 5IF Mone 1/2 day AMGD Staff
complete checklist requested lechnical evaluation of EC's loan AMGD
of requirements for application for the development of RE
Technical Evaiuation project’s and other documents submitted by
the ECs.
12 |[Endorses to Department Manager TEREDD. NEA 6IF None 1/2 day DATS
ODATS
1.3 |Endorses to Division Manager REDD. NEA T/F Mone 112 day Department
TEREDD Manager
14 |Evaluates the lechnical feasibility of the MNEA B/F None 9 days Project Officers
proposed RE project. REDD {Senior Engr. B,
Senior Engr. A &
Principal Engr. C)
15| Reviews evaluated technical feasibility of the NEA &/F Mone 7 days Team Leader/
‘proposed RE project. REDD {Froject Manager)
Division Manager
16 |Recommends evaluated fechnical feasibility MEA TF Neone 1 day nﬁ'épa riment
of the proposed RE project. TEREDD Manager
1.7 [Approves evalualed technical feasibility of the NEA BIF None 1 day DATS
proposed RE project. ODATS
1.8 |Endorses the  approved Evaluation NEA 7/F None 1/2 day Depariment
Memaorandum 10 Accounis Services Division TEREDLD Manager
(ASD) for Memorandum of Agreement (MOA)
preparation.
TOTAL None 20 days
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LEGEND:

ASD - Accounts Services Division

BR - Budge! Reqgues!

DATS - Ceputy Administrator for Technical Sarvices

ECs - Electric Cooparatives

MOA - Memorandum of Agreemenl

ODATS - Office of the Deputy Administrator for Technical Services

REDD - Renewable Energy Devalopment Division

RE project - Renewable Energy project

TEREDD - Total Electrification and Renawable Energy Development Depariment
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IV.C. Sector : Technical Services (TechServ)
Department/Office : Total Electrification and Renewahle Energy Development Dapartment (TEREDD)
Division/Unit Total Electrification Division (TED}
External Services
SERVICE NAME PAGE
Sernvice 1 Evaluation/Approval of EC's Budget Request (BR} for subsidy funded R E. projects 157-159
Internal Services
SERVICE NAME PAGE
Service 1 Technical Evaluation of Rural Eleclrification (RE) Loan - Capital Expenditure Projects 160-161
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Service 1:  Evaluation/Approval of EC's Budget Request (BR) for subsidy funded R.E. projects
This procedure provide guidance in the Evaluation/Approval of EC's Budget Request (BR) for subsidy funded R.E_ projects.

CoparmenuDision ot o S
Classification: Highly Technical
Type of Transaction: Govarmnment-lo-Busmess (G2B)
Clients (Who May Avail): Electric Cooperatives
Checklist of Requirements Where o Secure
1 |Duly accomplished Board Resalution {1 original copy) Eeciric Cooperative
2 {Budget Reguest Form (separate for the dx line facilities and housswiring - 1 original copy) Elactnic Cooperative
3 |Staking Sheats{for distribution lines enly - 1 original copy) Electric Cooperative
4 |Bill of Materials {separate for lhe dx lne facilities and housewiring - 1 original copy) Electric Cooperative
E Barangay Certification {1 enginal t}up':,u:il_- “ Electric Cocperative
& |Map showing the Sitio (1 oniginal copy) Electric Cooperative
7 |Execution Plan (1 cnginal copy) Electric Cooperative
8 |Letter of Commitment (1 arginal copy) Electric Cooparative
No. Client Steps Agency Actlon Location FH'::I-: = P‘fﬂ::::hn Hl::n“:“ﬁh
i =ubmils requaest | 1.1 |Receives and endorses to ODATS the BRs NEA G/F MNorne 1/2 day RMU Acting Chiel
tegether with the and ather documents submitted by the ECs. Records Unil
required documents
1.2 5;%”&;“;_ W hepamnant. | Sanegee 'éED‘";LF}': None 112 day DATS
1.3 |Endorses to Division Manager TED. 'II:EEE;E?DFE None 112 day Dﬂmlziﬂ‘::t
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Mo,

Client Steps

Agency Action

Location

Fees To Be

Processing

Person
Respansible

1.4

Evaluates the Budget Request

NEA 7IF
TED

Mone

3 days

Data Encoder-
Controller,
Records Officar B,
Enginear A
Senwor Engineer
B, Senior
Matenals Planning
Cifficer,
Supervising
Matenals Planning
Officer, Senior
Electric
Cooperalive
Development
Ofificer &, Principal
Engineer C

Reviews evaluated Budget Request

MEA TIF
TED

Mona

T days

Team Leader/
(Principal
Enginaer C,
Supervising
Materials Planning
Dfficar)
Division Manager

Recommends evaluated Budget Request,

NEA TIF
TEREDD

Mane

1 day

Department
Managar
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: . : . yos To Be rocessin Person
No. | ClientStaps Agency Action Location F"‘:ﬂ =l i omle, e
1.7 |Approves Budget Requesl MEA BF Mone 1 day DATE
ODATS
1.8 |Endorgeas the approved Evaluation MEA 7IF Mons 112 day Department
Memorandum to Accounts Services Division TEREDD Manager
ASD) for Memorandum of Agresment
(MOA] preparation
TOTAL None 14 days
END
LEGEND:

ASD - Accounts Sensces Division
ER - Budget Reguast
DATS - Depuly Administirator for Technical Services

DX Line - Distnbubon Lmne
ECs - Electric Cooparatives

MOA - Memorandu m of Agreament

DDATS - Office of the Depuly Admimistrator for Technical Services

TED - Total Electrificaion Division

TEREDD - Tolal Electrification and Renevable Energy Davelopment Degaiment
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Service 1:

Technical Evaluation of Rural Electrification (RE) Loan - Capital Expenditure Projects

This procedure provide guidance in the Evaluation of Rural Electrfication (RE) Loan - Capital Expenditure Projects and Logistics

Department/D i Total Electrification and Renewable Energy Development Depariment (TEREDD)/
PO Tetal Electrification Dadzion (TED) - Luzon, Visayas & Mindanag Team
¥
Classification: Highly Technical
Type of Transaction: Govarnment-lo-Business (G2B)
, Accounts Management Division/Accounts Managemeant and Guarantes Department
Chvnty (Mo May Avwll (AMD/AMGD)
Checklist of Requirements Where to Secure

| | Board Resolution reguesting for loan AMD/AMGD
2 |Project Profile AMDYAMGD
3 | Bill of Materials/Detailed Cosling AMDIAMGD
4 |Layout (architectural drainage, sanitary, plumbing, electrical plans and location map) AMDIAMGD
5 |Annual Procurement Plan AMD/AMGD
G E-ﬂtpprwad Waorkplan, induding the project AMDAMGD
7 |Approved COB, including the project AMDIAMGD

|CAPEX - Project Profile/Descnption andior ERC approval andior docketed application on the CAPEX Flan
8 | ; . AMOAMGD

mcluding Price Refersnce/Bill of Materials (1 original document)
g |Terms of Reference, if applicable AMDAMGD
10 |Abstract of Bids and Approved Budget for Contract. if applicable AMD/AMGD
- : Fees To Be | Processing Person
No. Client S "
o ent Steps Agency Action Location Paid Time Res ble
1 Submit request | 1.1 |Recewes and endorses to Deparment Manager MEA E/F Mone 112 day Sacretary A
togethar with the TEREDD AMD/AMGD |
required documents | 1.2 [Endorses to Division Manager TED NEA 7/F None 1/2 day Department
for technical TEREDD Manager
evaluation 1.3 |[Endorses o Team Leader (Luzon, Visayas & NEA 7/F None 112day | Division Manager
Mindanaa) TEREDD
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) » ! Fees To Be | Processing Person
MNo. Client Steps Agency Action Location ety Tiia Forshin
1.4 |Evaluates the technical documents, Prepares NEA T/F TED None 9 days
Memo Evaluation/ Recommendation (MER) Senier Engineer |
A, Semor Electno
* ¥ the submitted technical documents are Cooperative
incampiete, advise the EC to submit/comply with Development
the requiremeants. Also, EC is required to submit Officer A,
additonal supporting document's if necessary. Supervising
Materiale Planning
Officer, Principal
Engineer
1.5 |Reviews Memo Evaluation/Recommeandation NEA TIF TED Mone 7 days Team Leader/
(Principal
Enginear &,
SUpenIsIng
Materials Planming
Officer)
Civision Manager
1.5 | Recommends Memo Evaluation/Recommendation NEATF | None 1 day Departmeant
TEREDD Manager
1.7 |Approves Memo Evaluation/Recommendabon NEA B/F Hone 1 day DATS
QDATS
1.8 |Endorses the approved Memo MNEA T/F HNone 112 day Secretary A
Evaluation/Recommentation to AMD for approval TEREDD
TOTAL Hone 20 days
EMND 3il
LEGEND:

AMD - Accounts Manzgement Division

AMGD - Accounts Management and Guarantes Departmeant
CAPEX - Capital Expenditura

COB - Cash Operating Budgeat

DATS - Deputy Adminatratar for Technical Serices

EC - Eleciric Cooperative

ERC - Energy Regulstory Commission
MER - Mamo Evalualion/Recommendation
ODATS - Cffice of the Deputy Administrator for Technical Sannces
RE - Rural Electnficaban

TED - Total Electnfication Division

TEREDD - Toial Eleclrification and Renswable Energy Davelaopment Depanment
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V.A. Sector

[
==
= T =2
T s =5
; i
=
: Legal Services [LS)
Department/Office Electric Cooperative Audit Department (ECAD)
Division/Unit Electric Cooperative Audit Departmeant (ECAD)
Internal Services
SERVICE NAME PAGE
Senvice 1 lszuance of Carlification 183
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Service 1:

Issuance of Certification

This procedure provide guidance in the issuance of cerdification for ECs General Manager's Salary Increase, Retirement and
BOD Token Incentives

Department/Division: Electric Cooperatve Audt Department (ECAD)
Classification: Simple 3
Type of Transaction: Government-to-Citizec/Client {G2C)
Client (Who May Avail). Instituticnal Developmeant Deparment (IDD)
Checklist of Requirements Where to Secure
1 |Letter-Request (1 arginal copy) Institutional Development Departmeant
No, Client Steps Agency Action Location F“;:l: Be Frq::::“'::hg R.mh
1 Sends request for | 1.1 [Receives request for certification, MNEA &6/F Mone 112 day ECAD,
certification ECAD Secrefary A
1.2 |Endorses te Depariment Manager MEA B/F MNone 12 day ECAD,
ECAD Secretary A
1.3 |Endorses to concemed auditars NEA &/F Mone 1/2 day Departiment
ECAD Manager
1.4 |Concemed auditors provides feedback MNEA G/F None 1/2 day |Audior In-Charge
ECAD Sr. or Supy
ECDO
1.5 [Prepare and endorse a draft certification to NEA &/F Mone 1Zday | ECAD, Secrelary
Depariment Manager ECAD A
1.6 |Approval and release of cerlification. MEA &/F None 3 hours Department
ECAD Managear
2 FEeceives 2.1 |Releasss of cerfication MEA &/F Mone T howr ECAD
certification ECAD Secratary A
TOTAL Mone | 3days
END
LEGEMND:

ECAD - Electric Cooperative Audit Dapartment
ECs - Electric Cooperatives
IDD - Institubonal Development Department
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V.B. Sector : Legal Services Sector (LS5)
Department/iOffice : Legal Services Office (LS0O)
Division/Unit : Legal Services Office (LSO}
External Services
SERVICE MAME PAGE
Service 1 Legal Opinion/Contract Review 165-166
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Service 1:

Legal Opinion/Contract Review

Render legal opinion an all imgortant legal questions referred by NEA, electnc cooperatives (ECs), governmen! offices or other
Legal Opinion:
! |slakenalders, "l — e il —
Review, ravise, modify, as the case may be, all contracts referred by NEA, ECs, government offices or other stakeholders, as
Contract Review: |regquired by law, to ensure that they confirm with existing laws and applicable government rules and regulations, andlor to prepare
such contracts when so requested in appropriate cases.
Department/Division: Legal Services Office (LS0)
|Classification: Highly Technical
Type of Transaction: G2B (Government-lo-Business). G2C (Government-fo-Citizen), G2G (Government-to-Govemment)
Clients (Who May Avail}: All
Checklist of Requirements Where to Secure
1 |Letter-Reguest for Contract Review (1 copy - original) From Clignt
Z2 (Annexes and supporting documeants, if any, and the client’s legal pasition on the matter (1 copy) From Cliant
Fees To Be | Processing Ferson
Ne:| ek St Mgy At Lpgaiiog Paid Time | Responsible
1 Submits the letter- |11 [Stamps received amd makes appropriate MNEA 2/F Mane 4 hours Records Officer
request for Legal antries’ancoding, attaches L50's Monitoring Slip LSO
Cpinian f Cantract Refers the request o the Deputy Administrator for
Raview with Legal Services (DALS) Aftorney V for assigning
complete o lawyer who will act on i
documentary
requiraments to the [y 5assigns the request to a handling lawyer NEA 2/F None 2 hours | DALS/Attomey V
LS50 or NEA LSO
F:ﬁcnrd; Unk 1F-'L;':I 1 3| Reviews the reguest and prepares initial draft and " NEA Z/F MNore 15 days Assigned LSO
THHE 00 recommends approval of the DALS LSO Lawyer's
delvary, registerad
mail, private counier | 1.4 |Reviews and approves the initial draft. MEA 2/F MNane 2 days Attorney W
or e-rmail LSO
1 5iReviews and approves the dram for finalzation, MEA 2/F Mone 1 day DALS
LSO
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: _ = Fees To Be |Processing Person
No. Client Steps Agency Action Leocation Pald Time nghentye
1 6|Finalizes the draft, NEA 2iF Mone 5 hours Assigned LSO
LSO Lawyers
1.7 |Progfreads and signs the final and official Legal MEA 2/F Mone 3 hours DALS
Cpinion andfor Contract Raview LSO
2 Receives Legal |2 1!Releases the final and official Legal Cpinon and NEA 2F MNone r 2 hours Records Officer
Opinion and Contract Review LSO
Contract Review
TOTAL None 20 days

END

LEGEND:

DALS - Deputy Administrator for Legal Services
ECs - Electric Cooperatives

G2B - Government-lo-Business

G2C - Govermment-to-Citizen

G2G - Government-ia-Goverpment

NEA - National Electrification Administration

RU - Records LUnit
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Fa s
g 3
¥.C. Sector Legal Services (LS)
Department/Office + Office of the Corporate Secretary (OCS)
Division/Unit : Office of the Corporate Secretary (OCS)
External Services
SERVICE NAME PAGE
Service 1 |Issuance of Certification of Board Resolution 168
Service 2 |Issuance of Certified True Copy of Board Resolution 169
Service 3 |Issuance of Certified True Copy of Franchise Cedificate 170
Service 4 |Issuance of Certified True Copy of Administrative Case Decision 171
Service 8 |Issuance of Secretary’s Certificate 172
Service B |lssuance of Certified True Copy of Cartificate of Good Standing 173
Service 7 |lssuance of Certified True Copy of Cenificate af Compliance 174
Suriiced lssuance of Certified True Copy of Other Documents {NEC Decision, Published Poiicy/Gudalines and other 175
OCS related documenis)
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Service 1:  Issuance of Certification of Board Resolution
This procedure provide guidance in the issuance of Cerlificalion of Board Resolution

Department/Division: Office of the Corporate Sacretary (OCS)
Classification: Simpla Transaction )
Type of Transaction: Government-to-Business (G2B), Government-to-Citizen (G2C)
Clients (Who May Avail): Electtic Cooperatives and Public
Checklist of Requirements Where to Secure
1 |Written Reguest (1 original copy or soft copy) Regquastar
For Repragentative: Present a government issued 1D of the parson being represanted R
2 equesler
{1 Onginal and 1 Photocopy)
i Fees To Be |Processing Person
Na. Client Staps. Agency Action Location Pald Time Responsible
1 | Submitrequestto | 1.1 |Receives the request MEA 7/F | P20 00/page | 1day | Menutes/Agends
OCs 1.2 |Verifies the existence of the request from the acs Officer/ Records
given information Officer
thard copy, e-mail or
Pialemrrrergili i 1.3 |Acknowledge 1!‘:& r&qu&stt. Inform and assist
NEA wibsite - Duick on processing of paymen
References) 1.4 |Draft the Cerdification of Board Resolution
1.5 |[Reviews and signs the Certification of Board NEA 7/F Maone 1/2 day Corporate Board
Rasolution, - OGS Sacretary
2 |Recewesthe signed | 2 1 |Releases the signed Ceddification of Board MEA TIF Naone 12 day Miqut&s#Ag&ndg
Cartification of Resolution to client. ocs Officer/ Records
Board Resalution, Cfficar
TOTAL P20.00/page 2 days

END

LEGEND:

DG5S - Office of the Corporate Secretary
G228 - Government-to-Business
G2C - Government-to-Citizen
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Service 2:  Issuance of Certified True Copy of Board Resolution

This procadure provide guidance In the issuance of Certified True Copy of Board Resolution

[Department/Division: Office of the Corporate Secretary (OGS)
(Classification: Simple Transaction
Type of Transaction; Govemnment-lo-Government {G26), Government-to-Business {G2B), Governmani-to-Citizen (G2C)
Clients (Who May Avall): Government. Electric Cooperalives and Public
Checklist of Requirements Where to Secure
1 |Writen Reguest (1 odginal copy or sofl copy) Fequester
2 Faor Represeniative: Fresen! & government issued |D of the person beirg represented Requester
(1 Original and 1 Photocopy) o
Fees To Be |Processing Parsan
Wo | CHmaSRp Agency Arton Lonation Paid Time | Responsible
1 Submit requestio | 1.1 |Receives the request, NEA 7/F | P20.00/page 1 day Minutes/Agenda
OCs. 1.2 |Verfies the exisience of the Board Resolution ocs Qfficer! Racords
fram the given information, Officer
{hard copy , &-mail ar
thiu QIR coce found at| 1-3 [Acknowledge the request Inform and assist
MEA wabsite - Quick an processing of payment.
Ralerences) 1.4 [Reproduces’photocopies the requested Board
Fesobution e
15 |Stamp the photocopies with certified true
cOpY.
16 |Reviews and signa tha cerlified true copy of MEA TIF Mone 142 day Corporate Board
Board Resclution QCs Secratary
2 |Recelves the signed| 2.1 |Relsases the certified true copy of the Board ME& T/F Mone 172 day Minutes Agenda
certified true copy of Resolution to the chent OCcs Officer/ Records
the Board Officer
Reasolubon
TOTAL P20.00/page 2 days
= — END
LEGEND:

OCS - Office of the Corporale Secretary
G2G - Government-to-Government
5Z8 - Govermment-to-Businass

G2C - Government-io-Cilizen
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Service 3:

Issuance of Certified True Copy of Franchise Certificate

This procedure provide gudance in the isswance of Certified True Copy of Franchize Cenificats

\Department/Division: Office of the Corporste Secretary (D0S)
{Classification: Simple Transaction .
Type of Transaction: Govarnment-to-Business (G2B), Governmeni-to-Government (G2G)
Clients (Wheo May Avail): Electric Cooperatives and Govarmment
Chacklist of Requirements Where 10 Secure
1 |\Written Raguest |1 aniginal copy or 200 copy) Requester
la For Representative. Present a govemmani issued ID of the parsan being represantad Requester
= |{1 Oniginal and 1 Photocapy)
o ; Foes To Be ﬁrmhn Parson
Mo. | Client Steps Agency Action Location Paid Time Responsitile
1 Submil request lo | 1.1 [Recewres the request. NEATF | P2000/ipage | 14 day | MinulesiAgends
OCSs. 12 |Venfies the ewstence of the requested LS Officer/ Reconds
Franchise Cerlificate from the gmven Oifficer
{hard copy, e-mail o nfermation
WNE.EH code found a1 7737 s ek nowledge the request Inform and assisl
H‘ = “Fm“’&f”'m on processing of payment
) 14 |Repanducesiphotocopies the riaquissled
Board Resalution
1.5 |Stemp the photocopies with cedified true
copy
16 |Reviews and sgns the cerified trus copy of NEA TF Mona 12 day | Corporate Boaro
Franchse Certilicale DCs Sacratary
2 |Receives the signed| 21 [Releases the certfied true copy of he WEA 7IF None 2 day | MEnules'Agenda
cerified true copy of Franchisa Certficate 1o the cheni oGS Officer’ Records
the Franchize Difficer
Cartificale.
TOTAL P20.00/page | 1.5 days
ERND
LEGEND:

QLS - Office of the Corporate Secretary
GIB - Government-to-Businass
GG = Governmeni-to-Gowvernmant
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Service 4  Issuance of Certified True Copy of Administrative Case Decision
Thia procedure pravide quidance in the issuance of Cerified True Copy of Administratve Case Deciian

B ent!Division: Cifice of the Corporate Secretary (0CS)
Classification: Simphe Transaction
of Transaction: Govemmeniio-Business (G2B}, Governmant-to-Government (G2G)
{Clients M‘hﬂﬁhﬁi— Elecine Cooperatves and Government
Checklist of Requirements Where to Secure
1 |Wntien Request (1 original copy or saft copy) Requaster
For Representiative: Present a government igsusd ID of the person being represanted
2 {1 Original and 1 Pholocany| i maa
‘ Cliant Steps Agency Action ol Fees ToBe |Processing Person
B s Paid Time Responsible
1 =Homit request o | 11 |Receves B8 regueas] MEA TIF P25 O0ipage 1 day Minutas/fgenda
0CS. 12 [Verfies Ihe existence of (he requested ocs COfficer/ Records
Administratve Case Decision from the gven Orfficar
(hard copy, €-med of infermation
"ﬂ;:'::':t Ijn;rl:':::' 1.3 |Acknowledge the requesi Inform &nd gssist
Refeninices on procassing of paymant
1.4 |Reproduces/pholocomas  the reguested
Administrative Case Decigion
1.5 [Stamp ihe photocopes with ceriified trus
COpY
1.8 (Rewews and signs Ihe cenified true copy of NEA T/F None 112 day Corporate Board
Administrative Case Decision oCs Secretary
2 |Recenes the signed| 2 | |Releases the cerdified true copy of the MNEA TIF Maone 12 day | MinutesiAoenda
certifisd frue copy of Administralive Case Decision 1o the client OC3 Officer! Records
the Adminisiratve Officer
Case Decision
TOTAL P25 00/page 2 days
END

LEGEND:

DCS - Offica of the Corpovate Secretary
328 - Governmaent-io-Businass
G2G- Government-to-Government



Service 5

Issuance of Secretary's Certificate

Thie procedurs provide guidance in the msuance of Sacratary’s Cerificate

QCS - Office of tha Comporata Secretary
G206 - Governmant-to-Government
G2B - Governmenl-to-Business

G2C - Government-to-Cilzen

17

Departmant/Division: Office of the Corporate Secretary (OCS)
Classification: Simple Transaction
Type of Transaction: Government-to-Govemment (G2G), Gavernment-to-Business (G28), Gevemment-to-Citizen (G2C)
‘Clients (Who May Avail): Government, Electric Cooperatives and Public
Chacklist of Requirements Where to Secure
1 |Wiritten Request (1 original copy or soft copy) Reaquastar
2 For Fu"l.alpusﬁntaﬁ'u'e: Present a government issusd 1D of the parson baing represented Requester
(1 Original &and 1 Photocopy)
Fees To Be Processing Person
No. Client Staps Agency Action Location Paid Time R nibike
1 Submit requestto | 1.1 |[Recaives the requasl, WEAT/F P20 00/page 1 day Minutea/Agenda
OCS ocs Officer’ Records
1.2 [Verfies the existence of the document from QOificer
thru QR code found at ™3 3 TaCknowledge the request. Inform and assist
PHE TS Ykl - LK an processing of payment
Referances)
' | 7.4 |Draft the Secretary's Certificata.
I o
| 1.5 |Reviews and signs the Secretary’s Cerificate MEA TIF Meone 112 day Corporate Board
OCS Secretary
2 |Recewes the signed | 2.1 |Releases the signed Secretary’s Certificate to NEA TIF Marne 12 day Minutes/Agands
Secretary's the client OCs Dfficer/ Records
Cartificate. Dfficer
TOTAL P20.00/page | 2 days
- END
LEGEND:



Sarvice B

Issuance of Certified True Copy of Certificate of Compliance

This procedure provide guidance in the iBsuance of Cerified True Copy of Certificate of Compliance

Mnhhhm Difice of the Corporade Secretary (DCS)
|classification: Simnpla Transaction
Type of Transaction: Government-to-Business (GiH)
Clients (Who May Avail): Elecine Cooperatives
Checklist of Requirements Whera to Secure
1 |WWiritten Reaquest |1 original copy or safl copy) Requaster
5 For Representative: Present a governmeant issued |0 of the person being representad Rsquester
{1 Original and ¥ Photacopy) = Po
Fess To Bo |Processing rson
No. |  Client Steps Agency Action Locslion Paid Time Responsible
1 Subrmid requestlo | 11 |[Receives the request MEA 7/F | P20 C0/page 1 day Minutes/Agenda
0cs 12 |Verfiea the cestence o the reguested QCS E'"'lﬂg:{ﬂ*mm
Ceitificate of Compliance from the lisf caming vear
{hard copy, e-mal of from CPASS
thru GR code Esumnch al
1.3 |Acknowiedge the requesi Inform and &sdesl
MEARw?hE“ A pfi processing of payment
PRI 14 |Reproducesipholocopies  the  requesied
Camifcale of Compliance
1.4 |Stemp the photocopies wilh cerified true
Lopy
1.6 |Reviews and swgns the caribed rue copy of MEA TIF MNone 12 day | Corporate Board
Certificate of Compliance OCs o SECrelary
7 |Raeceives the signed| 2.1 |Relezses the certbed true copy of the MNEA 7IF Mone 1)2 day Minuies/Agenda
carlified true copy of Cerificate of Comphance 1o the client DCcs Oifficer! _Re-r:urda
the Certificate of Officer
Compliancs
TOTAL P20 00/page 2 days

END

LEGEMWD:

QCS = Orfice of the Comorata Secretary
GIB - Governrment-to-Business




Service T:

Issuance of Certified True Copy of Certificate of Good Standing

This procedure pricvide guidance in the issuance of Cerlified True Copy of Ceftificate of Good Standing

Department/Division: Office of the Corporate Secretary (OCS)
Classification: Simple Transaction
Typa of Transaction: Gaovarnment-io-Business [(G2B)
Clents (Who May Avail): Electric Cooperatives
Checkiist of Requiremants Where to Secure
1 |Wirttan Requast (1 original copy of soft copy) Requeater
a For Representaliva, Prasant a government issued D of the person Deing represented Reguester
(1 Onginal and 1 Pholocogy |
v=1 : Fees To Ba | Processing Person
No. Client Steps Agency Action Location Paid Timé Responsible
1 Submit request fo | 1 1 |Recalves the requast.
QCs Varas the euxslence of the requested
1.2 [Carlibcatle of Good Standing from the st
;FH;FI':'DT& H—fTuEII:d'J". coming from OPAES MiritesrAgeisda
i GR code 1 ¥ e ATV RN I Vg it &
Acknowledge the regueast. Inform and assist HEATIE
MNES, website - Ouick | 1 3 pags 1 i Recomds
Refarences) oIy prisdswg of peviwol OG5 ek =y chef_'rﬁinar
14 Raproducasphelocoples Lil= requesated
Cartilicate of Good Standing.
i Stamp the pholocopies with cerdified frue
copy
Raviews and signs (he ceriified true copy of MEA TIF Corporate Board
More 12 da
1% Cerlifcate of Good Standing OCs v Secretary
2 | Receres the signad
certified true copy of i MinutasiAgenda
e Gty o [ 20 e o ey e ooy o e | N Nane \2day | Officers Records
Good Standing e i ™ Cifficer
TOTAL E20.00/page 2 days
END
LEGEND:

0CS - Office of the Corporats Secrefany
GiIB - Governmani-to-Busmess
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Service 8 Issuance of Certified True Copy of Other Documents (Referendum, NEC Decision, Published Policy/Guide
OCS related documenis)

This procedure provide guidance in the imsuance of Certified True Copy of Other Documents

w-@aw Ofice of the Corporate Secratary (OCS)
Ciassification: Simgle Transecton
?_“ulnf Transaction: Governmant-to-Government (G2G), Gavernment-to-Business (GZB), Governmanta-Cilizen {G20)
Clients (Who May Avall): Gavernmant, Electnc Coaperalives and Pubic
Checklist of Requirements Where to Secura
1 |Written Request {1 original copy or softtopy) Requesier
2 Far Representative. Prasant a government asued 0 of the person baing represented Requester
(1 Onginal and 1 Photocopy) To . .
Mo Client Steps Agency Actlon Location Tirne R Ik
1 Submit requasi to | 1.1 |Fecaives the requas] MEATF &0 olipags | day Mirubesisgenda
OE5 oCs Oiffices Recodds
1:2 [Werifies he sxsience of fhe requesisd Cficer
el copy, sl o dociument _
'";;Efﬁf-‘ﬂ#fﬂ'aﬂd 8t 3.3 [Acknowledge the request infom and assist
wabsite - Luick on processing of payment
Roferonoes) o il — -
14 |Reproducesiphotocopies e requestsd
documen!
1.5 |Stamp  1ka pholocepies ol the requestad
decumeant with certifizd true copy
(16 |Reviews and signs e cerimed true copy of | NEATIF Nore 112 day | Corporale Board
e requested document QTS Secrelary
Z7 |Receives the signed | 2 1 |Reteases ihe cedified thm copy of lhe HEA TiF Mone 112 day MinutestAganda
certified true copy of requested document to the chent. OCS Dificar! Records
the requesied Officar
dacurmar
TOTAL P20.00/page | 2 days
END
LEGEMD:

OCS - Office of the Corporate Secretany
G216 - Govemment-to-Gavernmeant
GIB - Governmeni-lo-Business

G2C - Govermnment-ic-Ciizen
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V.C. Sector

il

-

e
I

Y
Legal Services (LS)
Department/Office Office of the Corporate Secretary (OCS)
Division/Unit Office of the Corporate Secretary (OCS)
Internal Services
SERVICE NAME PAGE
Service 1 |Issuance of Certification of Board Resolution 177
Service 2 |lssuance of Certified Trua Copy / Photacopy of Board Resolution 178
Service 3 |Issuance of Certified True Copy / Pﬁmn_cl::'n'gr of Administrative Case Decision 178
Service 4 |Issuance of Secretary's Cerlificate 180
E.ar-.ri::a_ﬁ-_r Issg;;';e -:uf ;ertiﬁaﬁ True Copy / Pholocopy of Other Documents (NEC Decision, Published 181
Policy/Guidelines, Excerpt, BAC Resolution, and other OCS ralated documants)
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Service 1;: Issuance of Certification of Board Resolution

This procedure provide guidance in the issuance of Cerlification of Board Resclution

DepartmentDivision: Office of the Corporate Sacretary (OC3)
Classification: Simple Transacton
Type of Transaction: Government-to-Citizen (G2C)
iClients (Who May Avail): Concemed NEA Officials and Employees
Checklist of Requirements Whaere to Secure
1 |Written Request (1 original copy or soft copy) Requeer
Fees To Be |Processing Person
No. 1) Client Staps Agency Action Location Paid Time Responaible
1 Submil request io | 1.1 |Receives the request MEA 7/F Maone 1 day Minutes/Agenda
OCS 1.2 |Verfies the axislence of the reguest from the QCs Orficer! EEGD:‘GE
given information Officar
:1?;;?;& 9;""'3";'5: 1.3 |Acknowledge the request
i a foqun ; ;
NEA wabsite - Dusick 1.4 ID-rEIﬂ the Certification of Board Resolution. -
Releiences) 1.5 |Reviews and signs the Certification of Board MEA 7IF None 112 day Corporate Board
Resaolution, oS Secretary
2 |Receives the signed | 2.1 |Releases the signed Certification of Board MEA 7/F None 1/2 day Minutes/Agenda
Certification of the Resolution to the client. oCSs Dfficer! Recornds
Board Resciution Cficer
' TOTAL None 2 days
EWND
LEGEND:

OCS - Office of the Corporate Secretary
G2C - Government-to-Citizen

177



Service 2:

Issuance of Certified True Copy or Photocopy of Board Resolution

This procedure provide guidance in the issuance of Certified True Copy ( Photocopy of Board Resolution,

Department/Division: Office of the Corporate Secretary (OC3)
Classification: Simple Transaction
Type of Transaction: Government-to-Citizen (G2C)
Chents (Who May Avail): Concermnead NEA Officials ang Employees
Checklist of Requirements Where to Secure
1 |Written Reguest (1 original copy or soft copy) Feguesiar
Foes To Be |Process Person
No. Client Steps Agency Action Location Paid Timthn Responsible
1 | Submit requestto | 1.1 [Receives the request NEA 7/F None 1day | Minutes/Agenda
OCS. 1.2 |Verifies the existence of the Board Resohition OCS Officer! Records
from the given information. Officer
(hard copy, e-mal or 4 574k nowledge the request.
":E f mzr_”;:':; 1.4 |Reproduces/photocopies the requested Board
References) Resolution. i
1.6 [Stamp the photocopies with certified true copy
(if required)
1.6 |Reviews and signs the certified true copy of ME& 7iF Mone 112 day Corporate Board
Board Resclution (If required). OCS Secretary
2 |Receives the signed | 2.1 |Releases the cerified true copy or photocopy MEA 7/F MNone 1/2 day Minutes/Agenda
certified true copy or of the Board Resolution to the chent. OCS5 Officer’ Recaords
photocopy of the Officer
Board Reseclution,
TOTAL None 2 days
END —
LEGEND:

0OCS - Office of the Corporate Secratary
G2C = Govemmentio-Citizen
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Service 3:

Issuance of Certified True Copy or Photocopy of Administrative Case Decision

This procedure provide guidance in the issuance of Certified True Copy / Pholocopy of Administrative Case Decision.

Department/Division: Office of the Corporate Secretary (OCS)
Classification: Simple Transacton

Type of Transaction: Govermnment-to-Citizen (G20)

Clients (Who May Avail): Concerned NEA Officials and Employees

Checklist of Requirements Whaere to Secure
1 |Written Request (1 onginal copy or saff copy) Requester
; Fees To Be |Processing Person
Mo. Client Steps Agency Action Location Paid Time R nsible
1 Submit request to | 1.1 |Receives the request. HEA TIF MNane 1 day MinutestAgenda
OCS 1.2 |[Verfies the existence of the reguested QCS Officer/ Records
Administrative Case Decision from the given Officer
{hard copy, &-mail or inférmation,
thru QR code found al "3 Tamnowledge the request
NEAHWMM -G I |Reproducesiphotocopies  the  requested |
eferences] ol Lo
Administrative Case Decision.
1.5 |Stamp the photocopies with certified true copy
(if required)
1.6 |Reviews and signs the cerlified true copy of MWEA 7/F MNone 112 day Corporate Board
Administratve Case Decision (If required). OCs Secretary
2 |Recewas tha signed| 2.1 |Rekeases the certified true copy or photocopy MNEA TIF Mone 112 day Minutes/Agenda
cerified true copy or ol the Administrative Case Deciswon to the QCcs Oificer’ Records
photocopy of the Glient Officer
Administratve Case
Decision
TOTAL None 2 days
END
LEGEND:

DCS - Office of the Corporate Secretary
G2C - Governmenl-to-Citlzen
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Service 4: Issuance of Secretary's Certificate

This procedure provide guidance in the issuance of Secretany's Cerdificate.

| Department/Division: Offica of the Corporate Secretary (OCS)
Classification: Simple Transaction
Type of Transaction: Geovernment-to-Citizen (G2C)
Clients (Who May Avail): Concemed NEA Officals end Employeas
Checklist of Requirements Where to Secure
1 |Written Regues! {1 original copy or soft copy) Requester
: : Fees To Be |Processing Person
MNo. Client Steps Agency Action Location Paid Time Responsible
1 Submit request to | 1.1 [Receives the requesi NEA 7/F MNone 1 day hhqmesfﬁgeﬂda
OCS5. 1.2 [Verifies the existence of the document from ocs Cifficer/ Records
the given information. Offucer
(hard copy. e-mail o |73 |Acknawledge Ine request
thru QR codea fourd at
MEAH;E;‘;L?““ 1.4 |Draft the Gecretary's Certiiicate.
1.6 |Reviews and signs the Secretary’s Certificale. NEA 7/F None 1/2 day Corporate Board
OCS Secretary
2 | Receives the signed | 2.1 |Raleazes the signed Secretary's Certificate to NEA T/F Mane 112 day Minutes/Agenda
certified trus copy of the client ocs Officer! Records
the Secrefary’s Officar
Certificate
TOTAL None Z days
EMD
LEGEND:

OCS - Office of the Corporate Secretary
G2C - Government-to-Citizen
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Service 5:

lssuance of Certified True Copy or Photocopy of Other Documents (Referendum, NEC Decision,

Published Policy/Guidelines, Excerpt of Minutes, BAC Resolution and other OCS related documents)
This procedura provide guidancs in The 1zsuance of Gerifed Tue Copy of Other Documents

Department/Division: CHfice of the Corporate Secretary (OGS
| Classification: Simple Transaction
Type of Transaction: Governmentto-Citizen (G2C)
Clients (Who May Avail): Concarned NEA Officials and Employees
Checkiigt of Requirements Where to Secure
1 |Written Request {1 ongnal copy of soft copy) Requester
Processing Person
Mo, Client Steps Agency Action Location F";:; Be Time aibile
1 Submit requas! lo | 1 1 |Receives the request NEA TiF None 1.day Minutes/Agenda
oCs 1.2 [Verifies  the exstence of the requested 0Cs Officer/ Records
documeni Officer
{hard copyr, e-mad orF >
s R et ound-at] | 3 lAcknowledge Inl_e request Inform and asss|
NEA websile - Ouick Qn processing of payment
Redarmnoes] 14 |Reproducesiphotocopses of  dralt the
recjuested document
1.5 |Stamp the pholocoples of the requested
document with cartified true copy (if reguired)
16 |Reviews and signs the certified true copy (if NEA 7/F None Zday | Corporate Board
Frﬂquirad:- ar the requested document 0cs Secretary
2 | Receives the =igned
cerified true copy, ; Minutes/Agenda
shotocopy or the | 2.1 Releases the certified true copy _:rhcnlmm':.r HNEA TIF e 12 day Officar Racards
requastsd or the requested document 1o the client ocs Officer
document
TOTAL Mone | 2days
END
LEGEND:

OCS - Office of the Comeorate Secretarny
G20 - Govammant-to-Citzen
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How o H feedback?

Accomplish the Customer Feedback Form available at the entrance counter of the
NMEA ground floos lebby and placing i in tha drop box.

Contact Info, 8981-4993 or hrmd@nea gov ph

How feadback is processed?

Verbal feadback shal immediately be attended to and may be referred to the
appropriate department by our designated HR staff assigned at the Customer
Care Assistance Desk. Written feedback are lorwardad to the relevant offices and
they are required 1o answer within 3 days of the receipt of the feedback,

The answer of the office is then relayed to the citizen,

How to file complaints?

Accomplish the Customer Feedback Form available at the entrance counter of the
MEA ground floor lobby and placing it in the drop box

Complaints can also be filed via telephone. Make sure 1o provide the following
infarmation:

- Name of person being complained

- Incident

= Evidence

For inquiries and follow-ups, clients may contact this telaphone number
BOB1-4883
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he.ﬁ.ssign l:nmpialnts Dfficer pﬂm.lns drop box on a daily basis and
evaluates each complaint.

Upon svaluation, the Assigned Complaints Officer shall start the invastigation and
forward the complant to the relevant offica for their explanation.

The Assigned Complaints Officer will creale a report after the investigation and
shall submit it to the CART Chairperson for appropriate action

The Assigned Complaints Officer will give the leedback to the client.

For inquines and follow-ups, clients may contact this telephens number
B8951-4993

Conlact Information of ARTA, PCG, GCB,
GGG

ARTA: complaints@arta gov ph (8478-5093)

PCC. B883complaint@op.gov.ph (BE88)

CCB: emall@contactcenterngbayan gov ph (0508-581-6565-5MS5)
GCG: whistieblowing @gcg.gov.ph
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Name of Agency: NATIONAL ELECTRIFICATION ADMINISTRATION
Official Address NEA Building, 57 NIA Road, Barangay Pinyahan, Government Center,

Diliman, Quezon City 1100
Contact Information: 8929-190% (Trunkline)

LIST OF OFFICES

|. OFFICE OF THE ADMINISTRATOR SECTOR

O

"L T EEE
-;,_1? —— =_..-.|-
l:l _-*

Department'Office/Division/Unit LocationfAddress Contact Information
Corporate Communication and Social Marketing Office (CCEMO} NEA 3/F CCSMO 8981-4989
Corporate Plenning Office (CPOY X 1. 4088
Rural Electrification Projact Planning and Development Division (REFPPDD) e £=S
Information Technology and Communication Services Department (ITCSDY RGA1-4588
Catabase Management and Program Conirol Division (DMPCD) NEA 27F TTCS0-OMPCD
Information Technology and Communication Services Department (ITCSD)/ A 9E TCSOUTSDD 3981-4988
Information Technology and System Development Dwision (ITSDD) it
MEA-EC Training Inshtute (NETT) NEA 2/F NETI-PDD B8981-4587
Office for Performance Assessment and Special Studies [OPASS) NEA 7/F OPASS B8581-4980
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Il. CORPORATE RESOURCES AND FINANCIAL SERVICES (CRFS) SECTOR

Department/Office/Division/Unit

Location/Addrass

Contact Information

Accounts Management and Guarantee Department (AMGD)

Accounts Management Division (AMD) NEA 5F AMGD-AMD B8881-4992
it s sl sl NEA 5/F AMGD-ASD 8981.4992
Fiael Pty apd Caniol et (EPED) NEA §/F FSD-FPCD 3981-4991
E::ﬂ'éﬁsiﬂﬁﬁifﬂi’é?fﬁg SDEE:']i;im (FSAD) NEA 5/F FSD-FSAD 8081-4901
f’lr:aal;z?ysuai:r;z: ?Tagfrlrn-an? s NEA S/'F FSD-TD BO81-4001
e B, nsrmaoos | e
Human Resources and Administration Depariment (HRADY NEA 4/F HRAD-HRMD ROR1-4003

Human Resources Management Division {HRMD)

lll. ELECTRIC COOPERATIVE MANAGEMENT SERVICES (ECMS) SECTOR

Department/Office/Division/Unit

Location/Address

Contact Information |

Institutional Devetopmeant Department (ID0)
Consumer Development & Protection Division (COFPD)

MEA &8/F IDD-CDPD

BO81-4054

Institutional Development Department (1DD)
Crganizational and Management Developmeant Dvision (OMDD)

NEA &/F IDD-OMDD

B926-1337
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IV. TECHNICAL SERVICES [TECHSERV) SECTOR

Department/Office/Division/Unit Location/Address Contact Information
Disaster Risk Reduction and Management Depariment (DRRMD) NEA B/F DREMD BSB1-45897
Enginsanng Dapartment (ED) MEA 68/F ED BGR1-4006
Total Electrification and Renewable Energy Development Department :
(TEREDD)Renewable Energy Devetoprment Division (REDD) NEA. S TEREDD-RECD Lo s
Total Electrification and Renewable Energy Development Departmant
(TEREDD) Total Electrification Division {TED) NER T LERERRED e
V. LEGAL SERVICES SECTOR

Depariment/Office/Division/Unit Location/Address Contact Information
Electric Cooparative Audit Department (ECAD) NEA B/F ECAD 8981-4999
Legal Sarvices Office (LSO) NEA 2/F LSO B981-4984
Office of the Corporate Sacretary {OCS) MNEA 7IF OCS 8081-4085
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