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T:8: 7 Al11 Concerned :
f E: Buidelines in the Qperaticn and Management of the
VIHACH Cebn OFffice

The new organizational set up of the college as approved By
the YiSCA Beoard of Trustees considers the ViSCa Cebu Office (VCO)
pat: omly &8s & procurement arm of the Supply and Froperiy
Management Division but alsc as a liaison office of the college
in Cebu and nearby places.

‘in  wview of this, the herein guidelines for the guidance of
‘all ViBCA staff and students are issued as follows: ;

4. Vi%CA Cebu Dffice as Lisison Office

s. Al reguests for assistance from the ViIsCA Cebu
Office must always be coursed through the ViBCA
Cebu Office head. The VCO is preparing a form to
this effect which must be filled up by the
regquesting official and approved by the Cebu Office
head before the YCO can provide the assistance as
requested. ; '

& . Direct transaction with cffice personnel may be
done only after the initial request has been .
granted and the transaction herein mentioned is
limited only to foallow up matters. : :

c. @#s a rule, purchase of boat or plane tickets for
Visth official in trangit and temporarily stepping
cver at VYOO shall remain the responsibility of the
traveling | pfficial’ concerned proept under
justifiable circumstances. The discretion of the
YEO  Head shall be used in determining whether the
Yo staff shall puréhaﬁé roat or plane tickets for
the official concerned.

d. Errands as regquested by stzff when granted by the
weO  head shall not be given priority over the
regular work of the affice personnel and those
assignment given by their supervisor except when .
the VOO head feels it a necessity to give priocrity
to such reguest. : :

%
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.. A= a rule, liaisoning work as assigned by *the
College Frezident, Vice Fresident far
Administration and the Administrative Officer shall
be given top pricrity over ali other reguests.
Similarly, procurement furction shall be given
priority attention by the VCO staff.
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immediately by the receiving clerk in
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Az a general rule, VCO  shall serve as  a
procurement | arm af the SPMD. All reqguests for
canvassing, serving of purchase order to winning

suppliers and follbwing up of deliveries shall be

‘given immediate attention by the office.

Baybay personnel on official travel to Cebu City
for procurement purposes should net depend on the
CCOMPAanY of VCO staff, otherwise procurement
request should be made with the BFMD  who shall
coordinate with  the VOO in doing the necessary
procurement. '

The ViSCA Cebu Buest House

The - ViSCA Cebu Guest House shall  accommodate all

a.

: transient Vi8CA staff at Cebu City on a first come
first s=serve basis.  However, staff on official
travel shall be given priority accommodation.

b. A1l personnel and  transient ViSCA staff mast
aheerve existing house rules. i
&2 £11 personnel and transient ViSCA visitors must
chserve austerity measure to save con light and
wEtEr . ' :
411 Dther Matters Affecting YCD s
a. All personnel must be in proper attire at all times
when in the office. House cccupants and transient
visitors having no business in the office must not
loiter inside the office especially when half naked
or when wearing ordinary house dresses.
Children should not be allowed to play in the

affice.

For the guidance of all concerned.
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