
"

Iie pt~I., ~ . I.) o ,' ~J_'..
DCflal'~,.l.,~ of 1". L::

Ol,I~,II\";.; (J./ J1::- )~.-' ~~.
Han l ].<:

SU]3J.J.1'GT: .;Ul1oJ.1ci.ir:.~· .lJ(~;:~':'''~:,....,~...\ \.~,,:,,:·d~;r ';'~~0.~c..,
<.10. ~('l: "'~'~:.'v(~r:.~~.~.1', :~)74 :..,.1,.

Offj c i ;..~..:-'a~l.:}1v..":.... ·. ~'': sl::~1
-cc:r::-·~:·::;r():~Jcncc y;;;,,.. . o;fj.c::.._,_

PCLf'c.:' G,

In ordc tv exped i to ao t i.or, 0(1 a L; ,i.·:::; (t.'~:""L U'c,: .i.;; v 0 ' .. C _..:..

-:i ona of thi, Dopartucrrt and ·~o :;irlI1::'::' .~. -:; .e :'::' 1 _!'" ' lClliJ
CO.TNlilomlel,~c., thl; :'ollowinC i\~.H(;"~io..; ',.. ,·L.>' c.C' t,,'-': ':.,:~:.:·F (,..;
-:'c::..":-.1::C l.~ J J"j l..()lel~atud to U:~' "oll~)"·L., ~~~.',~,'~=-~ .,t.2.·S" . t
!i:,:,oviF:i.on"0' ~ect::'O:l 6 or' 0u't-pa:::-,,',;1'<1:·:. "i'" ::'f ~j););:':

1. ~lc~.undeI'SecretarY (ill SirIl:

"a. i .'\:;,:communica td cus to othc r L·,:~:c;.c.:; .:; :~:c ;(;·;er.Dent
and ):' J tE"' en-:i ties or ind.i V::'r..'.'.'i:": . '::.J". ::.~:\olvi. ~ P0: L~y '.la t to::.-:)
and pe , ,c' :.ni:lG to tho func tc.onr o" -'-Vi, ,:;r,C"': ser-v ic e s ;

b. A~l appo i.n'tn.en tc .:.::.,rJ.G.sal::: ~~ ::<·'1l~··~::c'~:.:;:.C ~ .. ::. ':-.U"',~
"l.:;~:l~';~.. r ::'~~r_~;;:s0: ~\.3ci~·_~lt C:-1i.c_"';- ..Il .. 11·/_ ·__ ;"., -_st"u:t
lJ1 t" it' ~ '. ~. ·,., .. · r- 4~, ,. -, .,1"",-,.,_ ,." vS ..•..lCt~ "p~ncers dJ1Q. .n •...•~,_L•.- v/" •.•.d \,0 oJ._ L ...• r~.l •. ',: • ..J ...•.•• J.v_,J' .• _; -' 'II

·wral"lsfclt and, or detail of the Lncun.uc.. vi:: .,C sa id pc s ; .':io ..S;
I
I,

c. 'Approval of appo.in tment.s 0: 0.11 d.2.i1y "i2.Ge er..~·.:.oyccs
in the <'ntr<.L1 office; )

d. '~('rti:icate of ava.iLab.lLa ty 0," l\:.r:c.:..;

o , ·'.13 cor-renpcndencc r8qui::::.i.::.:; e.coc'rv,:,011 C_:c...
tLo- 1)1' poLi c i ce in the rcGiona1 orii cis :

f , 'nrcvo.1 of rCCl'J.i~it..LO,IG, ,,_',
i i on 01 ~ ·':L.err~cncy plU"C>~2..~::'~) .'()t. L i

cqu..'-;) 'llJ t \.i 1.:, an estL,:a"LcJ. V)" 0 ,.:1

nc .•..,Ic,t tr.an 110,000.00 incl'J.~~::'J<V()'";,,
paYllif2:1 t.hereof;

..L.

. .. ~ .
~.) ~"'" .. ' ~. .' ~-

g. ',(\~rova1 of paynen ; of ~~ .~. 0::'
corrrpem.n .()lW in excess of :;"),000.00 cvi t .,0,

r:o. ,)0C>,..U0;

11. ".p' rova.I of ti;:Jl' .L'CCOl.",l~ t .i.e V,-- ~-t ,,2,';'..;:." ..
rary .:f vr.. ve1 of tile Ch.i c [:J of 0 •• 0 ,l' 'v Lc ec , ):e "L

Dl.r('c~(' .'t and the Pur-eau lie;lc s ;

i. Il.orlication for llm'l.~L~:0 o t'r i ci ,is,
na i.Lon opec i.a l lJisbur::;ill:j C;'f1·-:; ~r;

'.

,'. ;'t pr-ova l of trip tic;';e"',;s,
rC'Clu.;.81' .or.s a·lJ. Lcsue VO'J,C;l<:l'S .' ".

••••.• oJ i.ll

we '~C!.l'e parts ne cdr-d by -:'hc ('e r ' .•...'o.i ,-,~.e

k. 4·"r~l·r·""v:J.l of G'cncl'~:~~·1('Ul;J......) .'L \J •.J' •••••••• ;

:,C' -t:, .•. C Dej.art.'. I ;.t ~::~ r~"6i t ... :C\..·:~

.: ~J.\':':C· ..H) of <J.: ~a\:.~!t;
d..('· v ·:.,.•··,,:e!
() . . • <:'

•
."""' ...•.•..-. ..

J •

/
/



;

IIi' .1. II~pproval of rC:'luc:.;i; ;,:or 2,;J.",,::0:::-::'j,,~; '1.8 come 'V~ •. ::.:lll:..~
by ofl'i 'i:::.10 ucLow tuo rxmks of 1~~::;isi;2.::.t_,::;.Lono.I .iJio-';;ctcr,
i.aciot, ~~District .c..~;i~:';d' 2..ui ..'..sslSt:'.:lt Ci ty ~l[;i.,co::; ~.:cl

m, \~\III thono functions cmulle:::<::c;cil undc r ~E:ctio.1 7 0:
I'll 450. .

- 2

11
I
I
t
~

II.

by

. ._-- - - ._--- -. - '-- -- _._---~--_ ...-- -----------
a. \·'\·~~p~)rOVc.1of af.c.: ::":10. vacavi ,». ::'.i- "'J.;.

f·.,.· \\~l~ r·. • 1 -, ""h l.•o ...l('r'· o'J ;..1.11(;, CII.p oye0:.. o~ "e ,J, .• ,_.c c ·.1 '"

HI

b. \~.pprov.:1j of all \;::":"v01 or~(::.~·'o; :.: .'.~L:'S:'~'. t. -;C'
c I a Le <:1.1L~t cop Loyccs f:COl,. t~G r-anl; 'J;' _'~j:::::L~~:.;", ;JiV.l~:::':i._
:.:nc!.aUo'.·' .ruo «,Xc tr.:1vcl::'i.n~~on offie::'.,} Jusin;:.':. :': ':"0.;.

'oy tne ',.'~ieis of ;jerviccs :''..:.16. tr:cJ~:l:C:":'U ;)il'(~c·~·J:!.'~:

(1.;,'_-
'-\. .
v; ..: ...

.,
c. ~p~Jl'oval anu./or :r.'2c0" ...endatic,~ Ul ' .•1. :~"Ci:U<.::"'L:, ,'c:;"

transr'D::':~ rcsiL·,1 •.:1tio.l uno, 2..?tllic.~ti or; ::..or l:~t.i::"0. .out 01' ~11
adminiS·l.uative e.apLoye e c :C'L of ii c '.. l~').!'·: .,UYJ,,},I. ·,·,t
ir.ClJ.diIlt" t.lo.'t OJ.' '1;llG :C\;;'~iO!18, o.i ot r i c t ~"l ;;i~~' ,)l',:,·i-.;0G 01
the .uepu~ltl.lent;

I

d. ii)provG.l of vouohors and si;~iil.': o;.~ci.cc..c ,,:::.io·,·,'
.l.?,OOO.V, for po.:naento 0: ~1.·<:ltuitiC':: C.lll'i. co.~I~.:·••~::..).ti(;.~c.•..lin:~
a..'1<1for bliCo.tions of tr,o ~cDa:dl.•0nt u~ lor E. Irt , ',':-.tl:r,
telephonct, etc.

e. lPl1rOV<l1of .'11 1'.; :uisi ti'on~·; for office e~~ui:?;:,ent,
supplies and inatC:ci:ll C\ of \':10 :Q~Pn.:C't~9(;~,_:.;,J~' 1;(. an ~~:;our.t
not exee ~in~ 1'5,00(,).00 inGl~"lir.r; .'!'c.:r.,,;,;.lt tdCl'(;:)fj •.:'1:;1.

f • hecl;e perl;uininc to ch.n-o c; of ,'):;:'0'1,,' iI,C08, c i 'vi-€~ ,~.,i.
mundc.i.pa Id t i os fror.: the lIiLh\,.'c.v ~pcci;.J.l~'\.'JlO..

III., ~~8~~YUlt ;";.ecrcl.':::Y for .~1~11l1~1\- ~.11.iCl)~r?'ti('.,.:;

.:1. ~!vie\·: 10:1C; ranG'v ,'1.n~Lannuc.], ,:l. _.~ ...;., ·.•.·v '-::..'
DepartUlcnrt;

',::11:
&

b. J'I o i s t the :':>ecret:::..1.':': 'l..,"U L:o lJJ •• ,,; .r: -; '> ..'
iH:~'projl:d priority and coLee Lin:7 (;,':li t, 1. ,,_'\j; "._:
IlHCl exccution;

. "..~ ......' •....

•.• J... 'u

e. f.~Gist tho Secre-L:'.l-:/ ;':.!1J. tile 'Lil''':'(;~'::;(,I,;':'''l: \',l.'~' c, ~.U2~:';
perforIl\:J.n~e L'G~)Ortsand inLe:,'l'utin,:; prOJL;-.;t L.,~)lic:.~1.iJ.l~, i ,»:

aCl.,'"l'c!~'t\.ti vo pLann ing] •
1

d. AI?I.!rOVc all travel orJ.o.::::sof all tcc".n':' :::::...1o. : .i";J., L
and ornpLoycc s tr.:J.veliH.": 0:1 of:.'icL,l o·.l:ji .. c.,': .~ :',.'l.'::""" io d [',.
the '';hief~ of ";e:,viccs "Ull1. 1..110 J.~\.;,re'":.',( _ji-::,~:c•..:n:,,:

e. i.rlllroVe all reCll~e:J ts fO!.: tran:::'::', .•:, :..'(;si :., . __...._. _,~c
ap;11icatidrt for retire:ilC!l.t of ~l.ll tecl_l~jc:.l le' )10:;":(:,

of'f'Lc i o.Lo 1of tue uepar-triou't incl"dil -,; 1.; .. " ,J_' 1... c z : :.:..:5,
diatJ'lct <~nl:.city of'f'Lcec of the J)CP2.l'tl.:':I: t;

f. !'~~i:)roveall reqnisi tiorls for cO;·l~~·L·.ct i 0:. :':;U.j.,li ~ t

mato r ia.Lu , 3p3.1.·e petrtn 01' tllC! ..jCpC.l·t:,~cnt 20':"'::.~ i:. ~'-",:';.O'.fll..

not oxccoudn-: ~'),OOO.O() LncLuui.n: ;x··Y..i.c'"t '~~.c..:'::'~::;

(;. l\p~)l'Ove all paymcn tc of obli.,:<::.:t i o.. :., ),.::-L"L. i::iJ 1,0
t.cchru ca.I Pi}cl'a tions of trw ..Jc?.:1.rtw(;:: t l!,·o)(,;.c L: :l,;) • ....:~,J:..:tc
below .•'~,vtlu.uu;

11.
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L, {cvim{ and z-ecommcnd r'oqucstn lor p:::'J1.1Cmt of con t rac t
projects :includlne- modific:ltion of contracts.

the Administrative S2.;..vi.::C' v.i Ll Siiel1:

a. '\.pp.I,:ovalof itin':::"':l:CYof t}~:':"'lc.l o; ,;_"1"jl,,;~·e;,.. , 'i;ri:-:
tickets . d. gasoline a'l Locc Hon necc ed LJ~' t}- c ~,<:..:.:''J i.cc;

it
r ,

"

b. {~ecor.1Llendationfor appr ovs.I 01 appo int ..iont s 0: .:::.:?lo-
yees un er the Service;

C. ji~1'1'roval of daily time records, 1':';'Y:2,;118.7LCl. voucher-s
for tra elin~ expenses, tr~lsportation an~/0~r0pres~l1tation
a.Ll.owan e and emergency 1ivin::; a110\,':":':-IC8,sc.Lar.i os <:..1 • .::. w:.~~::,
of empl1yees under the Se:vice~

~ d •. /Certificate l~o. 2 of.claints fo:c Cl'S.t'J.itiE;s and COl~pc:n-
sation f the adm.irri.a bru.t i.ve and .fi..::1(:POr.-SO:ll:01 irr:::)ociive
of arno . t;

e. Telet,Tai:ls and other cor-re sponcenoe ceini~ 3(;11-;; to tl...l
reGiona , district and city o;:ficec rc;~:a::-,d.il..•~: aJ.;;lil,i3'tra ~ivs:
1.1attc:cs;

!

, :

f. :Certifico:te of appeai-auce s 01'

Di3tl.'i1L and ci t~· ~....nLi:r'lC(.i..'[; and ot~.';l·
llanila 'n of l'ici3.1 bus i.r.cSS;

g. 1'.i.1.:.:u1SL1ittal and. :L'Ccol.'l:.:endC:l.'do;.s "(;0 ofi'ic,;:...· C':;:iCe1.':le,t
of cLa ~~}1for benet', co unde r tile \10r;:j.~;I'. I~ ~o:'!PC!;SC,"v.i::"{i..C~"

and G.d.ltnistr.2.tive CP..GCG a;;J.inst Ofli.::i<·,~ ; .~l-':' €_i,?loJc~3 of
the r(:j.~.'onc.L, ciist:cict and city ofiLc c., .. :(. ti.i.. :..\.rc'.,: J ••..1:".~:L'
the lie: r.r tuorrt j

I

h. ; '.i.1lC (;.licf of tl.c ~e:s:vice ',:il:1. ::.::'".; do, ,1 .,~l-: " ... ' v'-
. I.,. t . 't. I ICOP1()~ ,01 ~.OCu: .cn 'G unuc r :l. S cue ,,0::';/ •.J],; :::" .~:;:(.~ •....;·l·.. ~.. .:

JJclJ2... ..:· .. 1\.,~]1i.. ill ccur-t i:':, ~~~:j,·.'c.'r·to ~.'..L/L.h..: .. ~l..:'_·.C~~ -:"';(.i... '.",5..(;.1
inay hr. c bc'l..r.inS to :;:,cco:..:dsce::·t.L.fic.i...J:" ..u ',;;.<'::;:·~l"::; ..-:;.:.;:;,;

L/ Rccom.cnda'tf.on fo:c approvi:l.l'J.i.' to:.•: .;L::~ o i' ::Jt;2.~...;~'.-:;h;.:"
of "\;IlC j'..;ep~l't;.,cnt pr opci: suc.i <..::; li",I'", ',::.~.'.', ...::L; _.v. -,

teloiSL .:-18 c.ncl o tucru of :::ir::ilD..l' ·~:~:.t..tJ."d .i.ncL. ..::..~~~,.._~'-....·..~.L.:, rc ;
obli \.iun oI' c.LLot: C'IlJ~ 1,1 3:"'8J1';

'the _~8·..iof'o. ..•..LJL::,;C'\;o:.'_,
c...~)10:·1:8S \-,11'.0 ~'._'C in r(

I

""II
1

'1

,
'i

% I-E6AL

", '-"~r"C"-"-
: 1

I

I

j. Jlcc..::·a ..ceo pc·i., .:';.i..,. ·~o
accour 1-;~~-L>ilitics inch.::i..,,:· firc::.l.',,~;

k j ..'or ....eupondc reo ·"(;r..•.·.;,....;· to ~. .-t-"" - -
1~.1 •. ,v ~.- •.\ ..•• ~l ~, •._.:/~, ",~:~ .•••••.••.41~::.. _ \,..~... ~: ..~ vl.l'-_ •...

~elc~'~I"L:LlOJ t.w ~~c..c" ...J..y ••. J. " ..•...l v.. ·C._,

I

1 I :.11 I'unc't.Lona ;:)~J~cii'ic,- L~' .Ji."."",' ..• :,

of J.' •• , ~5il, <:JJ1d

r..1: In t.h; al.ccncc 01' '~ll(' r;hil:r' 0: ;;~c _(;~:'v':'c'"
t~..:.!t Hidef 81::..1.11 CiUl 1'0':' hi. i , .,

A Ie Uhiefs of the lJi ViD:'O;lS .•.•.r.J.1..~ I;}:C ~e:r'v j cc \: 1.j, 1 ,.i ...

11,

... _... - ....

.,ou·lin.::..ry co:t·:...·(,.Gi?OHlL2.lCt) .H.:

~hicl' of the ::.l~:'''lice;
. r..:lc

Ccrtific2.t0 .:0. 2 fa:,:.'G::..1~..1:i..:.J, ':::.:;c ~' \,1_ .v. '~.:~;

\ -0'\;1
~I/(

/ ..;/ i)' .'

//~
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a. Approval of i tinora.ry of tr:::.val of errpLoyo es, , trip
tioko 1 1" gasoline 0.1100<1tion and r-ccor.a.enda tion for appz-ova.L
of rec ~ioi'~ion:J and iSD1.Wvouchers lor cuoul.Lcs and rn:1.tGri:tls
as we] us apur e parts noeded by the ;:;ervici ;

b., IliecODllTICndationfor approval of appodrrtoorrta and
appliction for sick MU vacation leo..vc of aose(lcQ filed by
the 01 iol<118 and er::ployccs of the ;,;erviocj

C. \ Iteconmenda'tdon fo~ approval of v~chers for paymerrt
of BUr lies , materials ,6o::L''Viccs, spare paz-ts , office cq.uip-.
ment ~ d athol' expcnditt~es of the Service in~ludins re~uc8t
for ob igation of al.Lo traerrt thereof;

d. I Approval of daily tine recordo, ~aJTollo and VOUChCl'S

for tt' vu1in(S expenses and €:1K::cc,mc;{ livin<1 a.Ll.owa, •.:;c,.::;alaric~
and ,In es of employees under the ~ervice;

e •.. Certificate ~o. 2 coverinc cash advancoa and rend trtancc n
to gov nerrt offices;

I f. I Heports of monthly income, opcrat i.onc ana. other
finane' 1 statements;

g. Telesrams and cor.ccapondence pertaining "Col'ina..Y'J.cic.l
matter., including .L:nC;iI~cc::..'in~lo'und "K", ~,pccial :i:.u.d,:;ctn and
p1anti

h. I Certification of prillper ..use of allotments and financi<11
status bf projects;

I

i. ! 'l'ran:::mittal of report portaill.ing to f'Lnanc La.I mat t.erc ,
letter u of collection p:rtqillin!S to account r ec ei,vab l es frol,:
the di I'e.ren t a.~'encie:J of ti.1Ccovcrru.:ont;

i

j. '!{oquest for fimmcio.l and HO::::',;' ylans;

k, :Sub-Allotment J,tlvicec for relo.l.sc;

1. .Lcttero of domand for ao t t.Lornerrt of cIaLn;s f:i.'OJli~;:C

field 'ntl otllor ofricee;

m, 'Clearances pertaining to fin~,llCi:.ll accourrtab.i Lf tics;

n , ! Oo.rr-enoondonce pOI'to.inine to otnc r mat te r s tflClt ::I(lY
be deLelca ted by the Gecl:etc"ry frOl:l tirl18 to ti.tIC;

o , ;,11 functions apcc i.I'LcaLl.y Gnw;:o:2:~toLl undor .;(),>~ion ,/
of PD 4'u, and

•
p. In the absence 0: tIie Chief of tLc Scrvice, tile

ASOilJtl'lt Chief shall sL:n fur hi];).

'l'lio Chici'o of tho .0ivi:::iiof13 wlllJ::;' tne ~(:rvic0 \'iill Di,)l~

1. Rout innry corl'0spondcnce c:.s 1'."Y be: dolcd·~t.::(.L
I

by thE: t.:hief of tJl~; ~orvico;

2. !Ccrtificate lio. 2 for aa.Lar Loc , ';3.,'08 3J1d tl:alul-
~in;;expcnaec tUl(lc::coach l.'eSI)()c'~;iV(~ \Jl'fic(;, .u.,

~.In the abucnce o.;' "G,~';: C;'lit ..':.; 0:' tl :.:,~ivL:'..:!. .i .

..'.3ciota.nt Cl.Lc.,', .:ill d,'"
~_.'

1

~;
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" ,.\, '..,';, VI. Tr. f:hicf of the Plnnnin"" Service Hill d::n:

5

r :
I

i

•...

,
• ~.~ •..•.~:- ...:...~.<-_ .•, .•• -..:. ... -

ticket
of reg
as •••.el

Appr0val of itinerary of tr~vel of e~ployeest trip
, gaso Lfne a.LLocation anti z-ecoia..enda tia:L for appr ova.L
isi tions and Lseue vouchers for suppl i.e s and uatc:r:ial:::,

an spn.re parts needed by tho offict:;

b Recommendation for appnova'I of d.p'point..rlcr:ts and
appliction for sick enQ vacation leavo of absonce liled b~r
the of .oials :?.1:1d employees of the Service;

~~OCOlJJ.endatd on for appr-ove.I of vouchoxc j.'or pay:,cont
ieo, ,matori&.10, scrvfcoc, epaze l:,;.U't~;, office e~ui~l:cr.'2
1.' expendd turce 'of the Service including reCJ,t:.eGt i'Cl.' .

011 of allotment thereof;

« .

Approval of duily time records, po..vrolls~tl voucner-e
tor tr eliut3' expenaes and e:ner:;cnc:r 11v in::; all owancc , su.l.:l.l::'e::;
and t~s of cl:lploycesunder. t!le ~e:l"viccif

e I .'J.l correspondence pertaini~ to the i'orcrula tion of
high",a" Improvement pro(;r~ns, plannin:; ac t.ivf tics such z.s p..::-o-
ject 8 <lies and other d<:.tacollection proce::J::::os relate<l to
plannil. activities and tJ:uffic countt'inG pro[,'Tili'lS.

f Apklortionment of ;ri~h""ay Special l\mo. .fc.:: o.:r:n,'oval of
the So 'etm';l;

11 JUl other r.,..•.tLc:,·c pc:cto.i4in.:.; 'to ;,.:-"naser.lcnt and aw.:ini:::.-.
tratiOl' of p.Lannf.ng nOl:V.icen;'E~i~:'·

iot (;orrespondol1ce pertainir1£' to otl...» matters that r;·Ji.~Y';,)<J

delegn d by the :;;ocrctary from tirac to tiIl:C;

j'. All functions 0:" the J?larmin(: Service as prov.i Icd 1c:..'
undor . -otLon 9 of ?.:..> 458, uno.

k In the absence of the Chic r of ti.e Service t th: .J3:Jis~: .·L

Chief f Lull si,:,n for him.

Chiefs of the o.ivisions unde r th8 "';orvic8 w iLl :3i.:.":'l:

Houtinary cor-recpondonce a;;; Lay be dclet.'o.tcl
bJ' the Chief of the Son i co ;

VII.

2 Certificate Ho. 2 for 5£L1.::.1:1.::;:1, \,<~~:osand t!.':-~v~l-
inJ expenses undar each :..•e:J~)ec·viV€ ('lffi00, :....nd

j
;>.l In the abcenco of the Ghioi'::: ci' t.:0 <livi c L:1S,

1 the 1l.ssintunt GLiofs 1;JiLL si)to

f.i'h( iChief of tllc Protcc t 8:<ocUtiC.\L ,.e,:·v.i.c::; Hill ::.~iTI:

\,

n.: Approval of i tir •.:n'ul'Y or t:r:\'d 01' cup Loyc e.i , ".dp
ticket. I {;'8.colineallocation and r-ecora.tendat.i.on fo:r: C.)I)l'uV":"J.

of roq\ ai tLonc and Lssue vouchers for aupp Li.c s and l'li:1:cGrJ.:'lc,
as wel] lao spare parte needod by ~hc office;

I
b. I Roconc.ienda tion for apIlroval of r~p~oint;10{,'~;';~;;'lC

app l.i,c. ion for ai.ck and '1\1C\':- tior~ Leave of' acuenc., :.'';'10:: ':,y
tho of: ci",l::; and empLoyccs of tllQ ,se:.:vicu;
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:{ecoilu,londa.tloI1 for approvu.l 01' VOUCHer::: for pavucn t
of au] .Li.eu , hJatcrin.ls, services, spar-e pcr ts , office equipment
and o : lor expend.i tuxes of tne ~ice includillC z equee c for,

,oblic: ion of allotment thereof;

e App»oval of daily time recoras, pa~Tolls ~~d vcuchcrs
for tl .velill(; expenses and emerCGr.c,Y Li,v in.:.,' a l Iovance , sa.Lar i es
and ,·r .es of cI:l'ployees under the :.Jcrvicc;

:
(: Recollu,:endatiol1~ to be adopt cd 1,0 maruuu ae or eli:ninatc

bottle: ocka and problem ar-eas in pr ojcc t implelLentation;

i I: All communfcatdons pertaining to tne a ta tUB,and ,
prOgI'E of all on-Goin~ hig-hHay and airport projects;

( All correspondence rela tiv : 1;0 ~l(irutorinG', eva'Luatd on
and cc 'rdination of pro,~'l.·;.~fi'impleJ.,entatir:-,:, and ?:r:oj{<;: ~xecl'tio.il;

1
andp

Guidelines and procedures for proc:carn Linp Lcr-errta t l ou
jeot execution, for tile' appr-ova l :::>1"ti:e SecretarYt

Hecornrr.endations on depar-tment policies, ~'ules and
reGU1~ ions concorrung ilig'hway and airport conecruc t ion "!.:~c.
ma.int - ranee and pro.iect execution;

j,i Period).c reports ~~ project per i'ormancc for 3'•.::umissio.r"
,to th ~Office of the :P".l:cddent, othcr- ~~thori tios and foreir.n-
lcndi },.'agencies; ,-

I,
1 I All machfneri ec and equipment ~')rocureocnt pr02,TaI.10 in

relat· n to the overall requirement 0':: t.co '3part.::ent of PubLi,c
HiC;hWi'" Sj

ltepOJ:t of disbursments and Hi thdraH:lls COHG8::ninC;
forci( -c.as Letcd projects as required 'by inu.ivid i,aL lcn~lil1{-(
insti tiOllS;

- r.l~
Jl Correspondence portaininc; 1;0 other l;lattCJ:s 3S may be

de Lege ted by the ~ccreta.ry frOIr. Unlo to ti!i;C;

Plnntillas and bud.got pr opoca.Ls for the Sm,'vice;

o. All correspondenco in accordance ""i tr. the r ui os and
rceul t;iOllS Lrnp Lcraen tint..: Pi) 4513, and

In the absence of the Chief of tno Jervice, trie
t Chief shall si,:jn for 11im_

Chiefs of the clivisions under toe Service "Jill 8i,;n:

l{outinn.ry correspondence au .nz.yt;e de lec;.:l. ted
by the Chief of the Service;

2. Ccrtifica te No, 2 for tJalo.rie8 ar.ll \oI:l:..;'e8

and travelil1('; expcnacs l.Ull!.(~::: each recp0ctive
Offi~o, and

3. In the absence of the Chiefo of the divi::Jions,
the Assistu.nt :;hiefs ,.,ill '5i':;l1.
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VI ':l1_e_1)_~_'r_o_c_torof' the Speci3.l Projects Service will si.'n:
---------,•

a. Approval of itinerary of tr~v01 of employeec, t~lp
iokets, gasoline allocation and. recoml!lenc.3.tion for appr cvc.L
f requioi tions and issue vouchers for auppLiaa and Datcric.b,
B well as spareparts needed by the fervice;

b. Recommendation for approval of appoinur.ents E~d
pplication for sick and vacation leave of abse~ce filed by

Ithe officials and employees of the Service;

c. Recomn.enda'tIon for appzovaf of voucher-s for payncn t
of supplies', rnatcrials, se:r:vicen, spaze parts, office cqui Ili.~ent
'and other expenditures of ~1C Service includine requ~st for
obli~tion of allotment thereof; ,

d: Approval of daily tilf.e records, payrolls l:.ncivoucno ra
for travelin~ expenses an;;' c~lc=(;ency living al Lowances , 8<1l":.'i88

land waces of employees under the ~Grvice;

I
, . l'

Ie. Recomz.endation for approval of appo i.;1tuen ts and
applic~tion for sick and vacation leave of absenCe filed by

!the officials and employees of the ~el~ic~;

j f. All corrpsponder.ce pcrtainine to m<+!"!a.;eme~:t.:1..'1.(.

~operation of all foroitn-n.ssiskd and local -epecic.L pro jcc ;;~';

I
,'g. Request for releases of t'undn un<lcr these p:cojc..:, ':;

h. Rec tmtenuu.tion for :lp'Ll1.'~Y2.1 of trnnsporta"\;ion c:.!:~:/ U:C

'I r-epresenta tion allowances;

i~ L Heconmendation for approval of ce.r t i i'Lca.to 01 C0.:.';..!."'-

il tion' and/or, acoept.ance of spec ie.L rn:ojects;

1:1 j. l:ontr<.;,cts, CertificD.te ;10. 2 for partial .:-•.nd l'ir:.:-..l
: paymorrtc of forci;::,n-c..suistcd. ~~~'ojccts and apec i.oI local !Yl'ojc,:,;_C;j;

k , Correspondence pertainiL:,' '1;0 o""lwr i:J<.:.tter::; L:<_ ~ ,..:L~' LC

dele[;D.ted by the Secretary f'ro.; t.imo to tiwc;

1. All other cor-renpondcncc pcrtainin.:.:: t.c tlH. ,;"DICL~ ~,,:

, specifically provided for under .je::tion 9 of l'.:J ~~u, 'l.r.~ ~
I
: m, In tilC absence of t~1e "ilL:!' of til':' .C.t:V icc, Lc
! Assistnnt Chief o11all oi.'::n for [lim.

'l'he Chiefo of the 01'fice::; und..~r i;l;e .:)e.cvice Hill Sl,:;l:

1. Routill<1:'~'· co'r~·e~)01.(l0 ..c.; ~:.Gcay 1.,(; (:clc<,"",ti:,.
by the- Jhiet: 0;: tLc ";ervicc;

2. Certificate ~io. 2 :::o)~n.:.l:.::.:cics, \'i:~J'e::; und
travelinc oxpcnces undor cacn r-espec t ive
Office , and

3. In the abconce of 'tl,e Chiefs of the Cfi'iccs,
tile l~s;)i8",,;a.ntChiefs "'ill si,::;n.

"(\ IT d r.~ c t ive ~(·"1·",·t'''1·~' \"1'11 "'1"'""'".J.llC ,ott .'.•.~c U 1 •• ,,.) '" ,,' ~ , , oJ! , •• "

a. ~\ll cor-respondeuce por ta.i.ru.n-; to tIle iil.:.u1'1:..,;Cr.;':llt ct.;d
opcruHon of tl'C Ilcad .u~~cciltivc Ofl'ic;e;

b. Approval of i tinc:;"[~l~'of -cr('.val, tiLe: L;C, c,i, : .'.\~

r-ooomuenda ti on for approv..L of lc~vc ap oLi.c;. t io..» I.- ' :.1.
personnel undur !'Lio officu ['~'!-~ c) l.. S~('J.· ' 0': _~10 (.0(:_',
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c •. :Approval of all payroll for all employees of his
01 ice and the staff of tile ~eC:l:0tary; I

-, I d. Correspondence pertaini~ to other,matters as may
be delesated by the ~ecretary from time .to time, and

') "

e. All other correspondence pcrtaini 1.~ to the fW1c-
ti '18 .of the Head Bxccutive Office as pzovi.ded for in t:;c
ru 6 and reG'\1latior.o inlplementing PD 450;

'!'he Chief of each Service includir.c the Head. Executive
As: stant will sisn as follows:

I
','lW AUTHORITY OF THE Sl!.'Cru:."-rAHY:

x.

Chief of Service
or

Head. Executiye Assistant"

~~e Director of t~e Dureau of Const~lction:and ~aintGnance
wiii einn:

a. All correspondence pertaini!'.,; to the operation, :,l2:.~~~c.-
me and functions of the :Bureau of Construction and r,:aint':';L,:~:;.ce
as rovided for under PD 458, includizie but not limited to tr,o
fol OWiM:

I

\ 1.
i

i
\ 2.
I

I
I
I
!

Approval of vouchers=: and
pertainina to the BUreau
i{}volved;

chaoko for co,eh advances
l'eiY.l'd.less of t.ne OJi1CH.l.'1 t

Approval of requisitions, purchase ordc~s ana lct~cr.
orders cover-i ng supplies, materials, of ii co equipmcnt
and service::; for the ~ureau in an amount not cxccc din.;
1'5,000.00 each, LncLudi.rv, the voucher-s and checks for
payment thereof;

Approval of application for vaca tion and sic\ lc:..~vc:
of abacnco filed by the of'f'Lo i.aLu and empLoycec of
the Dure~-q;

4. Approval of itinerary of tr2.vel, trip ticket:..; and
gasoline allocation of cmpLoyeos 0;: the; ;;,uon?u;

Approva.l of pLane and spec Lf'Lca tiens ;'or-locally
funded projects exc cpt the forci:.;n-<lss::'stJc1 ::J.d

~

loca.l special projects;

lb. All plano or d.esicn/) pr-epar-ed in the Ocnt.rc.I J.r.'l'icc
rCGa :dleos of the ea tdraa ted coc t and all plans and desi~1:,; p~c-
paref, by the re{!ionnl offices \'Iitil <'lJ1 es thla ted cos t of i..or-c

than

t
,:'~::::::ence pertaini""to functionsandmattei-s "D

maya delecated by tho ::)ecretr..ry, und

d. In the absence of the lliroctor, til(; AGsisti.W1t DirGc'Lc)l'
ahal ! Si~l for him.

:5.

',rhe Chiefs, of the lJivisions under the Bureau wiLl GiL,'11:
I
I

1. Routinary cor-respondence an may be deLegated
i by the Director of the Dur~auj

I'
\1
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2. Certificate No. 2·for.cal~'ieG, waces nnd travel-
ing expcnae a undez each respective Division, O,n.:1

;. In tile aosence of tiie Chiefo of the Divisions, the ~
Assistant Chiefs Hill si~n.

x 'lllc Director of the Buxe<?uof 2iquipment "'ill Sl~t-:

I a. Correspond.cnce pertaininJ to the o,crO,tion, L1auo.ce-
hent and. funotions of me Alxe~u of l.:ouipmcnt us proviJed for

der PD 450 includirl{; but not limi tecl to the follo\oli1\.,;:

1. i~pproval of vouchers and checks for cash advances
pertaining to that Bureau re::;o.rdless of the arnourrtj

, .
2. Approval of requisi tiO~l:.J, purchase or9-0rs ('.!l\l

letter orders covcrin~ supplier. and. tatarials, office
equipment and services for the :P.urcau in an anount not
exceedd.ng 1'5,000.00 eacl., illCluu.ill£.: the voucliez-s a:1.:l
checks for payrnen t .thereof j

3. Approval of application for vacation and sick Leave
of absence filed. by the officials and ersp.Loyees of the
Dure~~;

4. Approval of i tinerC-r'J of travel, trip tic1:c:ts,
and. gasoline allocution of employees of the ~3ureau;

.5. .ttacOL1f.'endation for approval of specaf'Lca tLcua
and purchase of cqui.pzsent;

6. lJud.{~otand accounts pc:.:taini!l0 to t}:c lli.)i\·;ay
~peciu.l l!und 14uipl:lent Account;

b. .All other correspondence pertuil1ir,\~' to 'othe:l' ll:.:'.tl.ll.':::
functtdms as I:J::l.Y be delezatcd by tLe ;;;ecr(;ta::.'~r;

I o. In tile absence of the Director, t},e Assista:.t :i,i:l:cc; ,,0::
'hall sien for him.

The Chiefs of tne lJivisions undn:: the l1ur0:m Hill GiCn:

1. RoutinarJ' coz-reepondeuce :'.iJ LO,ybe d~lc~atorl by
tho Director of the IJ\.U'ercui

2. Ccrti.ric~te i\c. 2 for sr.LarLcs , '1;}.,~0G and t.r<"vcl-
inc exper.cus undur eaci •. rcspccciv(; l.J~visiol., :.:2!lt

3. In the abcencc of the Ch.i.ei'e of the ..)1v::'slonn ,L::.c
l.ssistal.1t Chici' Hill GiJn•

......-...-.
("bsence referred. to herein 51.al1 mean on leave C:" en oiii ci. 1
rip abroM or in the province.)

l All r:ules and retSulationo inconsistent he.co.•.:ith c.1.'O 1.c::,'cJY

evoked.
I .

rrhis Order sho..ll take

•

,/>0/.r//.
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