MEMORANDUM NO. 120

Series of 1993
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" Dy. Nerelito P. Pascual

DESTGNATTON AS 0IC, ‘VICE PRESIDENT FOR ADMINISIRAT ION

In the interim that the next Vice President has not been

appointed,
additional

you are hereby delegated to perform the following
duties and responsibilities:

A, Approves and signs the following:

1.

2.

Personnel matters under the administrative units including

the

1.1

1.2

1.3

Yol

1.5

Office of General Services:

Renewal of temporury appointments, and additional
assignments of personnel in the administrative units:

Vacation and sick leuve applic:tion not exceeding
29 duys; terminal lezve, and leave of ahsence without
pay not exceeding 6 months;

Local study lezve of administr.tive personnel not
exceeding one yedr and reouests for attendance in
seminars, Gonferences, trainings or workshops not

exceeding 30 days subject to existing policies on
scholarships; :

Hequests of personnel in the administrative units for
1ocal travels not exceeding 15 days;

Certificate of servicé rendered and daily time records
of personnel and directors directly under the Office
of the Vice President for Administration.

Financial and property matters:

2.1

232

Requistions, purchase orders, and other instruments
necessary for the purchase of supplies, materials

and equipment and services, including. the repairs and
renovation of buildings and minor construction works
not exceeding ¥100,000.00; -

darrants, checks and payments of College accounts not
exceeding 150,000.00 subject to the terms and con=
ditions fixed in the College pudget, existing
recuisitions and general laws. [e can sign checks
beyond £50,000.00 provided the corresponding voucher

has been duly approved by higher authoritiess



cecs

2.4

2.5

2.7

2.8

'of'galaries

and wages of College personnel;

acceptance and endorsement for deposit in the name
of the College, warrants, checks and postal money
orders, payable to the Visayas State College of
Aagriculture;

Bank deposits ond withdrawals not exceeding

$100,000.00 for the account of ViSCa with the con-
currence of the suditor;

Payrolls of all regulur ViSCa personnal beyond. the
authority of the Director of Business affairs;

Contribution of not more than $200.00- from the
Charity Fund; .

Clearance from money and property responsibilities.

B. Recommends the following for consideration of the President:

1. Transfer, permanericy, promotion, resignation and retire-
ment of personnel under the zdministrative units;

2. Recuests for budget allocation by all administrative units
including capital outlay for the institution: and

3. Disciplinary actions against employees.

. This memorendum takes effect on August 16, 1993.

Please be guided accordingiy.
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