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. Project llanagers of RPF Auxiliary Services

R E! lYanagement Guidelines In The Operation Of Auxlln.arj Services
Under The Revolvmg Tund. Scheme

~1e By virtue of the approval by the Board of Trustees under
. Board Resolution Nos 8, Series of 1995 during its 127th BOT mecting
held on January 6, 1995 at ViSCA, Baybay, Leyte, the "PROPOSED
HANAGENZENT GUIDZLINES IN THE OPERATION OF AUXILIARY SERVICZS UMNDER
THRE REVOLVING FUND SCHEMA" is hereby enforced effective on the date
G\itEd above_.

2, All Project Managers of RF Auxiliary Services are hereby
enjoined to comply fully, willingly end deligently :iith all the
provisions contained in the said guidelines for efficient and
effective operation and management of the projects under their cares

3« For strict compliance.
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UBED MANARBEMENT GUIDELINES IN FTHE LPEn TION OF
LInkY GERVICER UNDER THE .:vBiUINb FuinD BOHEME
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roguction include the Tflxawanb
B, B, & C, Poultry A& & B, Figgery
pile fthe auxiliayy services RF
e ;%"H‘JHCB Fiostel, Pﬂulllans
o Prirting  Prese, Graduate  Dormitories,
CRorelitories ., ERES Jbrmltnrtef‘ RO mimeogra
gl Barvices, *Mu Lodoing and YOO Lodging. (RN
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a0 managing these projecis O ekl
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1L, Drganizeational. Gt

Roarg of Management

: . Director, LUAPO

Head of Qifice Head, 6RO Facifiitative Staff
1. Doursitoury Mangger . ; : 5, PRI M & A & Manager
. OHRETEL Mansger - : ' 6. Frinting Press Manager
; '

I Intfirmary Fanager 7. WiSCA Cebu Dffice

i nﬂdging Maria qe ;

' 4, Paviiion/Buerst House :
Manager 8. ViSCﬁ Manila Office

Lodging Manager

V. The Beard of Management:

The Foard of Management shall conpose pf five menbers
with the Vice President for Administration  as Chaleman,

wivile  one soarve sz the Secretery and three as  members.
There gitall be  ooe BOM  for both t  he Agricultural
ﬁvoﬁuciim' and the AuMiliary BServices &F projects, whose
composition are  the same -~ for both. The RBoard ot

MaanPManc is: appeinted by the College Frecident, whose

term i co-tersinous with that of the appointing official,
unless  sooner Pevoked/terminated oy the FPresident and/or
voluntarily resions. %

L4 A, Funttions of the BOM:

i. Bruproves budgetary repuirements and project plans.

T

s Fopmuliate
e didferen
- FF

managenent policics and guidelines for
+ +
under

Auriliary Services Projects operated

»
»

T, Review proposals of new projecis afvd recommends Lo
thie Vice President for Adminis stration for approval.
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4, Conpucts  periodic visitation (&t iédgt

3 - - o g
ceth) o and  svaluation of the rEosrds,
o programs of the cifters nt prrarz-”.

5., fReoisgte The S0 head A6 the
puarterly and yearly reports foor submilseslIon
PFraeeident :

& e ion ""d’ur 3

the - suspens
= oF cperation of

7. bezizts wmith the Directer, LUAPD in the
dezigning ©F various project forms.

R, Functions of the Chairman, BOM:

1. Presides over Bosred meeting.

2. Feviews report prepared by the accounting
arigd OF0D Head., :
A Rnproves projecd tranzactihﬁsfarw}ﬁct FEpor

the smoant sdceeds PRE,000.00.

i

Functions oF the Secretary. HOM:

1. deeps minuvites of Hoard mesiings.

2. Prowides/furnish gy member of the
certifisd copy of ail O pinutes

3. mAssists the Chairman, BOM in reviswing the

i Einty meetlnwr ir cénJJ P tation
Chaivman, ROM,

dx  Performs  pther  functions as reguested

B. Functions of the Dirsctor, LUAFPD
1. Reviews and reconmends budget
groject sanager for soproval of

proposal
Tl RO,

. Feviews and
o s
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approval of monthly o
o mrimies te
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S Pecommends - for  approval appointments of
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Frovides  supervizion  over the  opgpration of the
Agribusinzes Project Gffice. .

B ve g meaber af  the RBOM  of ail income

generating: project mctivities of the . college
whether operated as RF or non-RF,

F@‘CmMPﬁhﬂ regvision of n’m}et* repnrt forms.

rtions of the Head, AFD

Ipplensnts  Dhe policiesdguidelines approved by
s g Bw L ed cf VamﬁupmeuL.

Coordanates with the dept./center/unit/office heads

i the mperailmn ang managenent of the projsct.

.

b
Keeps  imporiant Pusingss records of  the pDrojects
“sunh aw  Tinencial. monthly project reports  ang
4:.1”’;""&1 c:- . 3

Frepares appodntment of the orojsct managers  in
coordinaticn/oonsultatio with  the dept./center/
unit/office heads where +the project belongs.

SEaiat the acoouniting division in prepering  the
;L < .g: ¥

Revisws monthly project veports and  analyses the

sinantisl status of the project.

Fropares ouseiarly angd vearly reporte.

Functions of the FProject Mansger

; : 7 : : :
Frepares oroject plan and busget for  aporoval by
5 5.
B

Dversees the day  to day project activities,

Prwu&re~ maﬁthly‘ o mnntisl prodect reports  iAn
isonance with enisting memoranda, administrative
croers, clrculars

Signs Tor all project properties.

Submits other reports as maybe reouiresd by the  EBOW
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Compensation in Lisu of Overtice FPay : % i

Handling projecte sndior performing support  functions
to. auniliary projects is an additicnal work/burden or
responzibilizy  to  an emploves concerned  which usually
entails overtime work in order pot to digrupt his regular
duries ang funclipns but st the same  time: amet  the
schedulsd Sates Tor report subsission and otber job with
st OEAGlineE. It is  therefore felt a necessity to-
CopEenEate thece erployess concerned | for nerforaing
agdditional worl which  are uzwailly dons’ by render ing
gyarting services - : . R

Hene compensaltion noin o lieu of overtime pay. shalil
pe paid to projiect mEnagers and  other support personneld
invilved  din FF susilisry pr JQC?Q the total amount  of
which shall ot excesd SO% of hiz annual salary following
the provisions FoMaticnal Budget Circular do. 410 a8
remdached in Sec. ZRI cf the Governsent fAoccounting ard
suditing Manusl, NMolume 1. o

Basivcally the rates of agditional compensation in
1iee ook mvwr_im@,pay 81l not evcesd - FAOOO0 - & month
e ﬂwmjpct manager -~ provided o that the aguditional
CouppEnsstinn 18 o T frum project  incomes. Froject
manslers. witlh small rfﬁ ect income may opt  for smaller
conpensation, while those with bigger income aay opt  Yor
the sesimum esoaint.

Special Frovisdans
rephrtes abgll he orepared using  the
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project  repori forme and shall  be
&)-ﬁmﬁies'mn or hetore the Sih dav of

r
o

25 ernding inveotory reports sehall
end of January  and December of every
, proiject maneger reflecting tne  actual
value of the stocks. S : 2 :

B, o Bredit selers must be reflected in the sonthly project

regdit  sales s shall be colliected within a pericd of
bhiety () davs drom acoguisition. o :

Gt tinceml d credit sales siter thirty (5) daye be o]
che liabiliity/eccountability of the asneger,
Sl snpnties, s

witioart apneroved

[ = x
Pl




M =

muist  be  remitied to the Cash
amount/oollection  resches  five

“actione must be  recommerded  for B AT

o
ad
g1 to the President for appropriate

Thie guidelines

BOT  thre & college sescracdum issued by the Lollege
Mresident,
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