CORPORATE ORDER NG. 01 - A
Series of 2016

Pursuant to Board Resolution No. 058-2016, Series of 2016, and in compliance with the directives of
the Board to prescribe and delegate functions and duties to the executive officers of the Authority,
Corporate Order No. 01, Series of 2018, providing for the comprehensive signing and approving
authorities involving transactions of PCA, is hereby amended to strengthen the internal control of the
Agency.

GENERAL PROVISIONS
Statutory Construction

The provisions stated herein shall be conservatively construed against delegation of
authority by the Board. Hence, what has not been explicitly delegated shall be presumed to
have not been delegated by the Board.

Appeintment in an Acting and OIC Capacities

A designation in an “acting” capacity shali assume all the powers and functions of the
equivalent position. While designation in an “officer-in-charge” capacity shall exercise
authority which is limited to the day to day functions and operations of the vacaied position,
and such other authority granted to him by the PCA Governing Board.

Mandatory Certifications
Legal

A certificate from the Legal Affairs Services (LAS) of the PCA must be attached to all legal
documents {(contracts, Memorandum of Agreement, Memorandum of Understanding, Deed
of Usufruct, Donation, all documents under Section ii- Property/Legal Matiters etc.) for the
Board's consideration, which states that it has been duly reviewed, consistent with laws,
regulations, circulars in relation thereto and that such arrangement is advantageous to the
PCA.

Finance

A certificate from the Finance Department of the PCA must be attached to all finance
documenis for projects and programs such as {work and financial plan, cost recovery
scheme, procurement-related documents) for the Board's consideration, which states that it
has been duly reviewed, consistent with laws, regulations, circulars in relation thereto and
that such arrangement is advantageous to the PCA. The certification must also include the
funding source.

Transfer of Funds
All transfer of funds, realignments and other proposed movements of funds in the Corporate

Operating Budget, including program subsidies from the General Appropriations Act shall be
submitted to the Board for approval.




3 PROCUREMENT MATTERS

For every procurement of goods and services, an Approved Budget for the Contract (ABC) is
provided for per ot (province). PCA Bids and Awards Committee (BAC) shall advertise the
procurement of the said goods and services per lot or in bulk, and shall invite the Bidders o
bid for any or for all lofs. The conduct of bidding iself shall be consistent on how it was

advertised.

However, the BAC shall declare the winning bidder on a per ot basis. If the winning bidder
wing two (2) or more lots, the BAC shall recommend award the contract per lot with its
corresponding ABC. The Head of the Procuring Entity (HOPE) shall approve and sign the
contract in accordance with the threshold provided herein.

it no case shall the BAC combine the winning bids and recommend the award of contract of

two (2) or more jots,

a. Project Procurement Management Plan’ (PPMP) for inclusion info PCA's
Annual Procurement Plan (APP)

Description

Reconumended By

Approved By

Central Office

Department Manager concerned

Depuly Administrator concerned

Regional Office

Division Chief | {(POCDM)

Regional Managers

Research Center

Division Chief i

Center Managers

b Annual Procurement Plan® (APP) including Supplementaries

Bescription

Recommended By

Approved By

Annual Procurement Plan

Administrator

PCA Governing Board

¢. Purchase Request (PR)

{1} Procurement of Goods/General Support Services and Infrastructure Projects®

{Except Consulting Services)

[iescription f Recommended By Approved By
Gentral Office
Above P30,000,000 L Adminisirator PCA Governing Board

Above P20,000,000

Peputy Adminisirator concermed

Administrator

Above P500,G00 o P20,000,000

Department Manager concermned

Deputy Adrninistrator concermed

P500,000 and below

Pivision Chief concernad or iis
equivalent rank

Manager concerned

Regional Office

Above P30,000,000

Regional Manager and
Administrator

POA Governing Board

¥ To s submitted to and consolidated by Budget Division

2
AFP {0 be prepated by the BAC Secrafariat

Procurement of Goods dnd General Support Services and Infrastruciure Projects under the Administrator's Office, Office of the Corporate
Secretary, Internal Audit Services, Legal Affalrs Sarvices and Assssement and Monitoring Servicas 1o be recommended by the Head and fo be

approved by the Administrator
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{1} Procuremeant of Goodsl/General Support Services and Infrastructure ??@}@@tgs

(Excent Consufting Services)

Description

Recommended By

Apnpraved By

Above P20,000,000

Regional Manager

Administrator

Above £10,000,000 to
120,000,000

Regional Manager

Beputy Administrator for
Administrative and Finance

P10,000,000 and below

Division Chieft oy
Administrative Officer 1t

Regional Manager

Research Center

Above P30,000,000

Daputy Administrator for
Ressarch and Development and
Administrator

PCA Governing Board

Above P20,000,000

Deputy Administrator for
Hesearch and Development

Administrator

Ahove P10,000,000 to
F20,000,000

Ceanter Manager

Peputy Administrator for
research and Development

P14, 000,000and below

Diivision Chief IH or
Administrative Officer i

Center Manager

{2} Procurement of Consuliancy

Services

Description Requested By Approved By
IndividualfCorporation/ -
Organization End User Administrator

d. Procurement Monitoring Report (PHMR)

Description Hecommended By Approved By
Consolidated PMR from Central Bids and Awards Ceniral Bids and Awards
Regional/Center Offices Committee Secretariat Head Commitiee Chairman

PME for subrnission to GPPR

Certrat Bids and Awards

Committee Chairman

Administrator

&. Procurement

{1} Goods/General Support Services and infrastructure Projects (Except Consulting Services)

Bescription

Recommaended By

Apnroved By

Signatory to Contract/ :
Purchase Order

Central Office

Bids and Awards

Ahove P30,0600,000 Committee Governing Board Administrator
Above PEO0,000 to Bids and Awards e -
P30,000,000 Committee Administrator Admansstrator

P500,000 and below

Procurament Linit

Manager -
Administrative and
General Services

Department

Manager -

Administrative and
General Services

Departrerd

Regional Office
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: {1) GoodsiGeneral Support Services and infrastructure Projects (Except Consulting Services)

Description

Recommended By

Approved By

Slgnatory to Contract/
Purchase Crder

Above P30,500,000

Bids and Awards
Commitlee (Regional)

Governing Board

Adminisirator

Above P10,000,000 to
P30,000,000

Bids and Awards
Commitiee (Regional)

Administrator

Adrministrator

10,000,000 and below

Bids and Awards
Committes {Regional)

Regional Manager

Regiona! Manager

Research Centar

P10,000,000 and below

Committee {Center)

Center Manager

Bids and Awards . L
Above P30,000,000 Committee (Center) Governing Board Administrator
Above F10,000,000 to Bids and Awards . .
P30,000.000 Committee (Center) Administrator Adrministrator
Bids and Awards

Center Manager

{2} Congultancy Services

| Signatory io Contract/

Bescription Recommended By Approved By Purchase Order
individual/Corporation/ Deputy Administrator - .
Organization concarmed Adrrinistrator Administrator

£ Suspension, Extension and Termination of Coniract?

Description

Approved By

Slgnatory to Contract

Central Office/ Reglonal Officel Research Center

Above P30,000,000

Governing Board

Adminisirator

Above P10,000,000 to
P30,000,000

Administrator

Administrator

40,000,000 and below

Administrative and General
Services Deparlment Managey/
Regional/Center Manager

Administrative and General
Services Department Manager/
Regional/Center Manager

g. Lease of Equipment, Vehicle, and Real Property

Description

Recommended By

I

Approved By

| Signatory to Contract

Ceniral Office

- Above P30,000,600

Administrator

PCA Governing Board

Admiristrator

P30,000,000 and below

Deputy Admiristrator
for Administrative and
Finance

Administrator

Administrator

Regional Oifice/Research Genter

P30,080,000 and below

Regional Manager /
Center Manager

Administiator

Regional Manager /
Center Manager

4
Blacklisting 0 be approved by the Goveming Board
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i.

PROPERTYNREGAL MATTERS

Description

fecommended By

Approved By

Slgnatory to Contrast

Donation to POA

Adminisirator

{3overning Board

Administraior

Central Office
Bisposition of
PCA Mo
Performiing Assels

Asset Disposal
Committee

Administrator

Administrator

HeglonaliCaonter
Disposgition of
PO A Nor-
Performing Assets

RegionallCenter Assat
Disposal Commitles
and Hegional Manager
{ Cemnter Manager

Adminisirator

Regional Manager /
Center Manager

Memorandum of Agreement (MOA)

d.

MOA involving
commitment of
funds

Administrator

Governing Bosard

Adrninistrator

MGA involving
PLA personnel

Administrator

Governing Board

Administrator

MOA involving
ecuipment, and
other services

Administrator

Governing Board

Administrator

BMOA Involving
collaboration
efforts with
internationat
agencies

Achiminisirator

Govemning Board

Adrministrator

#MOA Involving
vollaboration
efforts on
research trads
fairs, exhibils, and
seminars

Administrator

Governing Board

Administrator

MOA Involving
purely regional or
provingial
programs with
government
agencies, LGUs,
SUCs without
cormmiiment of
funds

Adminisirator

Governing SBoard

Administrator

MOA involving
government
agencies, LGBUs,
SUCs without
commitment of
funds

Adminisirator

Governing Board

Administrator

Al forelgn-
assisted projecis

Administrator

Governing Board

Administrator
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it FINANCIAL MATTERS

a. Disbursement Vouchers (DV)

Description

BOX A Certified By

BOX B Approved By

{1) Parsonal Services

Central Office

Finance Department Manager

Deputy Administrafor -
Administrative and Finance

Regional Officel/ Research
Center

Accountant

Regional/ Center Managers, in
their absence the Administrative
Officer

{2} Travel Expenses

Central Office

Travel Expenses of Administrator,
Office of the Corporate Secretary

Finance Department Manager

Approved by the PCA Governing
Board or its duly authorized
represeniative.

Travel Expenses of Deputy
Administrators

Finance Depariment Manager

Adminisirator

Travel Expenses of Depariment
Managers and below

Finance Department Manager

Deputy Administrator for
Administrative and Finance

Regional Office / Research Center

Travel Expenses of

Regional/Center Managers, in

, Accountant their absence the
Regional/Center Manager Administrative Cfficer
- Regional / Center Managers, in
Travel Expenses of Division Accountant their absence the

Chiefs and below

Administrative Officer

{3} Communication Expenses

Centrat Office

Expenses for the Deputy
Administrators

Finance Depariment Manager

Administrator

Expenses for the Depariment
Managers and below

Finance Department Manager

Deputy Administrator for
Administrative and Finance

Regional Office / Research Cente

Expenses for the Regional /

Regional/Center Managers, in

Accountant their absence the
Center Manager Administrative Officer
. . Regional/Center Managers, in
Expanses for the Division Chiefs Accountant their absence the

and below

Administrative Officer
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Description

BOX A Certifled By

BOX & Approved By

{4} Maintenance and Other Gperating Expenses and Capital Cullay

Central Office

Above 30,000,000

Finance Department Manager
and Administrator

Approved by the PCA
Governing Board.

Above P2(:,000,000

Finance Department Manager

Administrator

Above P500,000 to P20,000,000

Finance Department Manager

Deputy Administrator for
Administrative and Finance

Below 500,060

Finance Depariment Manager

Administrative and General
Services Department Manager

Regional Ofice / Research Center

P10,000.000 and below

Accountant

Regional/Center Manager

(%) General Support Services, Utllities and Other Clabms

Centrat Office

Finance Departrment Managesr

Deputy Administrator for
Administrative and Finance

Reglonal Office/Research
Center

Accourntant

Regional/Center Managers, in
theilr absence the
Adrninistrative Officer

{8} Training, Seminar, Workshop, Meeting Expenses

Central Office

Finance Department Manager

Deputy Administrator for
Adrninistrative and Finance

Regional Office/Research

Center

Accountant

Regional/Centar Managers

(7} Terminal Leave and Retirement Pay

Central Gifice

Finance Departrment Manager

BDeputy Adrministrator -
Administrative and Finance

Regional Office/Research

Center

Accountant

RegionalfCenter Managers

{8) Procurement Malters

Central Office

Above P500,000

Finance Depariment Manager

Administrator

P500,000 and below

Finance Departrment Manager

Administrative and General
Services Department

Regional Office / Research Centa

10,000,000 and below

Accountant

Regional/Center Manager
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b, Payroll

Description

Cerfified By

Aporpved By

Lentral Oflce

Adrministrative and General

Services Department Manager

Deputy Administrator for
Administrative and Finance

Regional Officel/ Research
Conter

Administrative Oificer

Regional /Cenlar Managers

¢. Certificate of Avallability of Funds {CAF)

flescription

Sioned By

Centrat Office

Finance Manager

Regional Office! Research Center Accountand
d. Signatories to checks
Descrintion Signatory 1 Signatory 2
Central Office
Above P20 000,000 Cashier Adrninistrator
Deputy Administrator for
P20,000,000and below Cashier Administrative and Finance, in his
absence any DA present
Regional Offlce / Research Center
Regional / Center Manager, in
Below P10,000,000 Cashier their absence the

Administrative Officer

@.

Budget Utilization Slips (BUS)

o Signed By Countersigned By

pescription REQUESTING OFFICER R A e OF

Central Office kanager concemed Division Chief - Budget Division
Regional Gffice/ Research Dhivision Chief | Regional Accountant

Canter

f.  Journal Entry Vouchers (JEV) for Recording to the Book of Accounts of
Cash Transactions per COA Circular No. 90-3-43

Dascription

Recommended By

Slgned By

Central Office

Division Chisf - Accounting

Administrator

Regienal / Center Offics

Accountant

Regional / Center Manager
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ADMIMISTRATIVE MATTERS

a. Appointment of Personnel

Description

Recommended By

Appointed By

Signed by

(1) Regular®

Appointment of Deputy
Administrators

Personnel Selection
Board and Nominations
and Remunerations
Commities

POA Governing Board

Administrator

Appaointment of
Department, Regional
and Center Managers,
Division Chiefs

Personnel Selection
Board and Nominations
and Remunerations
Commities

FOA Governing Board

Administrator

Appoiniment of Rank
and file SG22 & below

Parsonne! Selection
Board

Administrator

Administrator

{2} Contract of Service

and Job Orders

Pescrption

Recommendead by

Approved by

Contract Signed by

Central Office

. . Deputy Administrator - , .
Administrative concerned Administrator Administrator

: Daputy Administrator - .
Project Personnel concerned Administrator Adrninistrator

Regional Office/Research Center

Administrative

RegionalfCenter

Administrator

RegionallCenter

Managers Managers
. RagionaliCenter - Regional/Cenier
Project Personnel Managers Administrator Managers

b. Separation from Service

Description

i Recommended By

Approved By

{1} Acceptance of Resignation

Administrator

Governance Committee

PCA Governing Board

Daputy Adrministrators and

Regional Managers

Administrator

PCA Governing Board

Department and Center
Managers

Administrator

PLA Governing Board

Division Chiefs and below

Deputy Administrator concerned

Administrator

5
Al staff and officer of Infernal Audit Services shall be recommended by the Govemning Board's Audit Commitiee
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Descrintion

Recommendead By

Approved By

2y Application for Terminal Leave

Central Office

Dieputy Administrator concerned

Administrator

Regicnal Office/ Research
GCenter

Regional / Center Manager

Administrator

{3} Application for Retirement

Contral Office/ Regional
Office! Research Center

Deputy Administrator concemed
! Regional Manager

Administrator

c. Approvat fo Render Overtime Services®

Description

Recommended By

Approved By

Contral Offce

Deputy Administrator concerned

Adrministrator

Regional Office/ Research
Centar

Division Chief concerned

Regional / Center Managers

d. Approval for Vacation Leave/Sick Leave/Maternity or Paternity Leave’

Description

Recommaended By

Approved By

For the Administrator

PCA Governing Board

PCA Governing Board

For the Office of the Corporate
Secretary

PCA Governing Board

PCA Governing Board

For the Deputy Administrators
and Regional Managers

Administrator

Administrator

For the Department and Center
Managers

Beputy Administrator concermned

Deputy Administrator concernad

For the Division Chiefs and
below {Central Office)

Dapartment Manager concerned

Deputy Administrator concerned

For the Division Chiefs and
below (Regional Office/
Research Cenier)

Regionat | Center Managers

Fegional / Center Managers

e. Time Card Entries, Permit to Leave and Form No, 48°

Description

Approved By

{1} Handwritten Entry on Time Card

Department Manager/ Regional/Center Manager

concermned

{2} Permiit to Leave on OfficialiPersonal Business

Divigion Chiefs and below (Central Office)

Department Manager concerned

Division Chiefs and below {RegionaliCenler Office)

Regional / Center Managers concernad

& Approval 1o Render Overtime Services in the Administrator's Office, Office of the Corporale Secretary, internal Audit Services, Legal Affairs
Services and Assessment and Monitoring Services o be recommendad by the Head and approved by the Administrator

For the Administrator's Office, Office of the Corporate Secretary, Internal Audit Services, Legal Affairs Services and Assessment and Monitoring
Services 1o be recommended by the Head and to be approved by the Administrator

5 ibict
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{3} Form Mo. 48 / Daily Time Record

Deputy Administralors and Regional Managers

Administrator, in his absence the Deputy
Administrator for Administrative and Finance

Department and Center Managers

Deputy Administrator concemed

Division Chiefs and below (Central Office)

Bepartment Manager concerned

Division Chiefs / Unit Meads (Regional Office/
Research Center)

Regional / Center Managers concerned

Ranik and File

Division Chief / immediate Supervisor

f. Travel Order

Description

Approved By

Central Office

Travels of the Administrator, Office of the
Corporale Secretary

PCA Governing Board or its duly authorized
representative

Deputy Administrators / Regional Managersg

Adrinisirator

Lepariment Managers / Cenier Managers and
below

Deputy Administrator concerned

Regional Office/ Research Center

Division Chief and below

Regional/Center Manager

international Travels

All Personnel

All official international travels shall be approved
by the PCA Governing Board or its duly
authorized representatives

g. Designation, Reassignment and Detail'®

Descriplion Recommended By Approved By

Acting/Officer-in-Charge Deputy
Administrators, Regional/Centar

Managers, Department Administrator PCA Governing Board

Managers, Division Chiefs

' Deputy Administrator

Rank and File SG 22 and below concernad/ Regional/Centar Administrator
Manager

9 o N . -
All travels of the Regional Manager within his area of jurisdiction shall not reguire an approval from the Adminisirator

0 . . . - N .

Designations/Reassignments/Details in the Office of the Corporate Secrelary and Internal Audit Services shalf be recomimended by the tHead
¢ be approved by the Goveming Board; While for the Administrator’s Office, Qffice of the Legal Affairs Service and Assessment and Monitoring
Farvices shall be recommended by the Head to be approved by the Administrator
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h. Exercise of Profession / Engagement in Business Oulside Office Hours

Description

Recommended By

Approved By

Beputy Administrators and below

Human Resource Division

Administrator

Office of the Corporate Secretary

Human Resource Division

To be approved by the PCA
Governing Board or its duly
authorized representative.

. RentUss of PCA Facilities!

Description

Recommendaed By

Apnroved By

(1) Request for uze of PCA
Facifities and Dormitories

Administrative and General
Services Manager

Administrator

{2) Request for use of PCA
Regional / Ressarch Center
Facilittes and Dormitories

Regional / Center Manager

Administrator

11
The AGSD wili provide guidelines for use and schedule of fegs
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Y. ISSUANCES AND COMMUNICATIONS MATTERS

Degcription Approved By Signed By
&. Administrative Order and . .
Corporate Order PCA Govemning Board Adminisirator
. Memorandum Circular and o s
Special Order Administrator Administrator
¢. Branch Office Order/ Deputy Administrator
Memorandum Ovder concermned Deputy Administrator concermed

Concerning Routine Matter

¢, Reglonal/ Center Office
Order, Memorandumn Order Regional f Center Manager Regional / Center Manager
Concerning Routine Matter

e. Communication {o officer
involving information
ertaining to routine matier
f\éhi ch is gea dily avaitable Department Manager Department Manager concerned
and guery that can be concermed
acted upon immediaiely

f. Communication not
inciuded in the above and
involving policy

Adminisirator Administrator

g. Press Release" Media Relations Usit Administrator

All previous issuances not consistent with the provisions of this Order are deemed amended,
modified or superseded accordingly.

This Order shall take effect immediately.

GLENNB. SANTOS
Officer-in-Charge, Administrator

12
should be cleared by the Chair
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Republic of the Philippines
Office of the Presidential Assistant
for Food Security and Agriculiural Modemization

PHILIPPINE COCONUT AUTHORITY

~2016

AMENDING CORP TE ORDER NO. 01, SERIES OF 2016

the Office of the Presidentisl Assistant for Food Security and

Agricul tumﬁ Modernization (OPAFSAM) proposed the amendment of PCA Corporate
Order No. 01, Series of 2016;

NOW, THEREFORE, BE IT RESOLVED THAT, per recommendation of OPAFSAM
as pe’esem:ed and discussed with the Board and contained in the draft referred
herein as Annex “A” and made an integral part of this resolution, the proposed
amendment of the PCA Corporate Order No. 01, Series of 2016, BE APPROVED as
it is hereby APPROVED and CORFIRMED.

RESOLVED FURTHER, THAT the COfficer-In-Charge is hercby ﬁ&ﬁ“ﬂ’ﬁ@ﬁmﬁ@ a5
he is hereby AUTHORIZED o sign the appropriate Order pertaan ﬂg %hammr

Dorie this 22™ day of June 2016 in Diliman, Quezon City,

RAFAEL P. SARUCAM
Membeyr

PHI PR AT

Office of the Corporote

P - L
ISETEAML M, ZORRA
Fecords Offlcer |

Date: _8/28/16

@ ﬁm‘mmg f' mmﬁm@ﬂi




