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RepuuYic of the Philippines

Department of Public Highways
OFFICE OF THE SECRETARY ~

Man i I a \~

September 12, 1974

DEPARTMENT ORDER

NO. £Q. SUBJECT: OFFICIALS AUTHORIZED TO
SIGN CORRESPONDENCES
AND OTHER OFFICIAL PAPERS.Series of 1974

x - - - - x

In order to expedite action on all matters pertain-
ing to the functions of this Department and to simplify
the routing and signing of all correspondences, the
following functions which do not involve policy matters
are hereby delegated to the following officials pursuant
to the provisions of Section 6 of Sub-paragraph Itflt
of PD 458.

>. 1. The Undersecretary will sign:

a. All communications to other branches
of the Government and private entities or
individuals not involving policy matters and
pertaining to ~he functions of two or more

"-services;
b. All appointments and salary adjust-

ments to positions below the ranks of Assistant
Chiefs of Division, Assistant Distr;ict Engineer~
and Assistant City Engineers including the
transfer and/or detail of the incumbents to said
positions;

c. Approval of appointments of all daily
wage employees in the aentral office;

d. Certificate of availability of funds;

e. All correspondences requiring
execution and implementation of policies in the
regional offices;

f. Approval of req~itions, purchase
orders, certification of emergency purchases
for supplies, materials and'equipment with an
estimated cost in excess of P5,OOO.OO but not
more than P10,OOO.OO including vouchers and
checks for payment thereof;

g. Approval of payment of claims for
gratuities and compensations in excess of
P5,OOO.OO but not more than P10,OOOQOOO

- more -
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h. Annrov81 of time rpcor~~, le~vn arynliC8tions
it'nerary of travel of the Chiefs of the Services,
~egional Directors and t~e nure~u n0~·

i n l;~~tj~n ~or bonrljn~ o~ offici~)~ as
vell as desi~ation of Special DisbursinG Officer·

j. Apnroval of trip tickets, pasolil1.ealloc-
ation, requisitions and issue vouchers for supplies
and materials as "ell as spare parts needed by the
office of the Undersecret r-;

1.... 'np'~ovq1 of gp-neral vouchers and ch.ectcs
covering cash advances of the 0epartment and remit-
tqn~oS to ot~p~ ~ovp~n~cnt offices regardJess of
amount;

1. Approval of request for authority to come
to Mari.i.Lab." officials b eLov the ranks of Assistant
Regional Director, Assistant District ~ngineer and
Assistant City '<:ncineer;and

m. All those functions enumerated under
Section 7 of PD 458.

II. The Chief ~~ the Administrative Service "ill
~i q-n-

a. Approva] of itinerary of travel of
em loyees, trip tickets and gasoline allocation
needed by the Service;

b. Recommen(lation for approval of appoint-
ments of emnlovees un~e~ t e Service;

c. \nproval of requisitions, purchase
orders, certification of f' '('~,cr n cv nl'r("~3"'~'""for
f:llnnl;"'''',materials ann o-ruf.r-meri t ~vith -m estimated
cost of not more than ~5,OOO.OO including vouchers
and checks for navment thereof;

d. Approval of daily time records, payrolls
and vouchers for traveling expenses, transnort1'ltion
and/or representation allavance and emergency livin~
a.lLowan ce , salaries and 1vag-esof employees under
the Service;

e. Approval of application for sick arrd
vacation leave, of absence filed by the officials
and employees of the Department;

f. Approval of nayment of claims for gratui-
ties and compensation not exceeding Y5,OOO.OO;

g. Telegrams and other correspondences
being sent to the recional, district and city offices
regardinr anm'nistrative tterc•

- more -
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h. ~uproval of travel order for officials
and employees travelin~ on o~firjal business as
requested by the Chiefs of Services;

.y
i. Certificate of appearances of the

egional Directors, District and City Engineers
and other employees who are in ~ani18 on official
business;

j. Transmi~tal and recommendations to
offices concerned of claim for henef;ts unrer
the \'lorkmen's Corrro ensatLori Act and administrative
cases against officials and employees of the
regional, district and city offices and the Bureaus
under the Department;

1<:. Approval of request for transfer, re-
signation and application for retirement of
employees and officials of the Department, regions,
districts, cities and the Bureaus under the Depart-
ment;

1. The ~hief of the ~ervic0 will sign and
authenticate copies of documents under its custody
and renresent the Department in court in answer
to subpoena duces tecum whi.chma.yhave bearing to
records certifipd or authenticated;

m. "1ecommendation for approval of navment
of obligations of the Department proper such as
light, wat.e.r, telephone, telegrams and others of
similar nature includin~ request for obli~~tion
and allotment thereof;

n. Clearances pertaining to administrative
cases, nroperty accountabilities including fire-
arms;

o. Correspondences pertaining to other
matters as mav be delegated by the Secretary
from time to time;

p. All functions specifically enumerated
under Section 9 of pn 458; Rnd

q. In the absence* of thp Chief of the
Service the Assistant Chief shall sign for him.

The Chiefs of the Divisions under the
Service ,viII sign:

1. Routinary correspondences as may
be delegated by the Chief of the
Service;

2. Certificate No.2 for salaries,
wages and travelinr;e~"T)ensesunder
each respective Office ; and

more
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3. In the absenc~ of the Chief of
the divisions the Assistant Chiefs
,fill sign:

III.
will

The Chief'of the Financial and Nanagement r"ervice
sip:

a. Approval of iTinerarv of tr-:tvelof em lovees
trip ticl'pts, '"';asolineallocation and recommendation '
for approval of'requisitions and issue vouchers for
supplies and materials as well as spare parts needed
by the Service;

b. ~ecommendation for approval of appointments
and application for si.c'« and vacation leave of absence
filed by the officials a'l'1demployees of the Service;

c. Hecommendation for ap roval of vouc11.ersfor
nayment of sUP Jies, materials, servicp~, spare parts,
office equipment and other oxperrdd, tures of the Service
includine request for obligation of allotment thereof;

d. nproval of daily time records, payrolls
and voucher~ for traveling expenses and emergency
living allow·ance, salaries and wages of employees
under the Service;

e. Certificate No.2 covering cash advances
and remittances to ~overnment offices;

f. eports of monthly income, operations and
other financial statements;

g. Telegrams ill1.dcorrespondences pertaining
to financial matters, including Engineerincr Fund "X",
Special Budgets and plantillas:

~. Certification of pronnr u~e of llotm nts
nd financial status of projects; <

i. Transmittal of report pertainin~ to financial
matters, letters of collection pertaining to account
receivables from the different agencies of the
government;

j. Request ror financi~l and work plans;

Ie. ub_Allotment rvices for release;
1. Letters of demand for settlement of claims

from the field and other offices;
m. Clearances pertaining to financial account-

abilities;
n. Correspondences pertaining to other.matters

that may be delegated by the ~ccrei:ary from tJ_meto
time; o. All functions specifically enumcr~ted
und r ect;on 9 of PD 458; and

_ more -
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n. Tn th0 ab~en 0* of the 0hief of the Service
the Assistant hief aha.I 1 sign for 'lim.

~~e Chiefs of the divisions under the Service
will .,ir;-n:

1 •. olltinary correspondencc~ as may be
clplep'atedby the C1.ief of t1.e Sprvice;

2. Certificate No. 2 for salaries, wages
and travelinr: expenses under each res-
pective ffic0· and

J. In the absence*of the Chiefs of the
divisions the As sLstan t ,."iefs w i l.L sign:

IV. The Chief of the lanninry C ' '11'. ,)erVlce 'vl Slgn:

a. pproval of itinerary of travel of employee~,
trin t Lclcets , gasoline allocation FInd recommendation
for a proval of reoui"ition~ and issue vouchers for
supp lies and ma t or-La.ls as ,-H~lJ as spare parts needed
by the officp.;

b. Recommendation for approval of appointments
and apnlication for sic\: and vacation leave of absence
filed by the officials and employees of the Service;

c. Recommenc1ation for approval of vouchers for
payment of 8upn ie~, materi~l$, services, spqre nqrts,
of~ice eouinment an~ other e~penditures of the Ser-
vice including request for obligation of allotment
thereof;

d. ApnrovaJ of daily time records, payrolls
and vouchers for traveling expenses and emergency
living a.ll.owarice , salaries a11.(1 ,vqges of ompLoy ees
under tle Service;

r'
~

e fl1 corr~q onrences n('rt~inin~ to th0
""ormu1ati.on of hi["h C'~r irrrr-o-vr-rne.n t nro·r;rams,P nn-
nin~ activities SU0h as projpct stucies and other
data collection nrocesses related to nlanning activi-
ties and traffic counting programs;

f. Annortionment of Highvay Special Funcl Ior
approval of the Secret~ry;

g. Correspondences pertaining to road system
classification;

h. All other matters pertaining to management
and administration of planning services;

i. Correspondences pertaining to other matters
th.t ,~r bp d(>legated bv the Secreta y from time to
time;

- more •
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j. All functions of the Plannin~ Serv'ce
as provided for trnc' er- '"'cction9 of'PD hy'· and

k. In thp qbscnce" of the Chief of the
Service the Assistant Chief shall sign for him.

The Chiefs of the divisions under the Service
\ViII sign:

1. Routinarv correspondences as may be
de1e~~ter by the Chie~ of the Service;

2. rertif';cqtp. TO. 2 for salaries, wages
and travelin~ exnenses under each
respective Office; and

3. In the absence* of the Chiefs of the
divisio '"'the 'ssistant rhief's w i.L'lsLsm,

v. The Chi ef of the Pro' ect ",xccution Serv; CE' ·.,i 11
f" i. (':'"11 :

a. Anprova of itineraMT of travel of
employees, trip tickets, Fasoline allocation and
recommenGation for anproval of requisition~ and
issue vouchers for sunnlies an.d materials as we Ll,
as spare parts needed by the office;

b. ~cconMp.n~ation for ar~rov~l of' ~npoint
mcnts arrr :-Inn]i c:::ltion of'or.-.i(""and vacation
leave o~ absence filed by the officials and
emnloyeps of the Sprvice;

c. Pecommenrlation for anproval of vouchers
for payment of supplies, materials, services,
spare parts, office equipment and other expcncitures
of the ~ervice inC'udin renUE'st for ob'i~"+ion
of n.'otment thornoof';

rio "npro"' of' daI r time recorris, n"lVrolls
and vouchers for travel in'" expenses and emcrgnncy
Iiv;np' ,,]]owaric e , salaries and .,apesof emoLoy ees
under the Service;

e. Recommendations to be adopted to minimize
or eliminate bottlenecks and problem ?reas in
project implementation;

f. All communications pertaining to the
status and progress of all on-going highway and
airport projects;

&. All correspondences relative to monitorinp,
evaluation and coordination of nro~ra inn]pmpntation
and nroject eypcution;

more
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h. Guic'lelinf''3'Ulr1 prOf'C01P'f''''f'o r- nroO'r:im
'irmJ emen tnt Lon and project execution for the
approval of the ~ecretary;

i. Recommendation'" on 0~n~rtm~nt nol~~ipc
~l ",... "n0 reJ'"'1.11"t;onsconc er-n Lns- hight'layand air-
~ort construction and maintenanf'c and nroject
execution;

j. Periodic reports on project performance
for submission to the Office of the President,
other authorities and foreign lending agencies;

lc, AlJ mqchiner; ("3 and eou 'nment rrr-o cur-o-,
men+ nro~rams in r~l~tion to the overal]
requirement of the De~)artmf1ntof ppl)lif'TTi"'h"'8Ys.

1. l(eport of ddsbu r-e emon t.s and 'vithdz-awa Ls
concerning foreign-assisted projects as required
h..r individual lending institutions;

m. Plantillas and bUdget proposals for
the Service;

n. Correspon0ences pertaining to other
matters as may be delegated by the Secretary from
time to time;

o. All correspondence'" in arcorrtance with
the rules and revuJations iT'1~lementin~n~ 458; and

p. In the absence* of the Chief of the
Sprvice the Assistant Chief shall sign for him.

The Chiefs of the divisions under the Service
w.L11 si ['"11. :

1. '1{outinarycorresnondences as may be
deleG~ted by the Chief of the ~ervice;

2. Certificate No.2 for salarj('<'"'end
F,,"'('S "Dr'! tr"'velinp'evrir-ri s es unc1er
each ~0"'npctive Of~;('e; an

~. Tn the absence*of the Chiefs of the
divisions the ~ssistant Chiefs will
sign.

VI. The Director Of the Spec1al Projects S~~

a. Approval of itinerary of travel of
employees, trip tick.ets, gasoline allocation and
recommendation for approval of requisitions and
issue vouchers for supplies and materials as
weLl, as spare parts needed hy the Service·

b. Recommendation for approval of appoint-
ments and application for sick and vacation Leave
of absence filed by the officials and employees
of the Service;

- more -
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c. Pecommend~tjon for ~nnroval of vouchers
for pavment of supplies materials, services, snare
part~ o~fice eauipmenT and other expendjtures of
rhe Service includin~ reouest for oblig<tion of
allotment thereof;

d. Approval of daily time records, pavrolls
and vouchers for traveling expenses and emergency
living allowanre, salaries and wages of employees
under the Service;

e. '!7ecommendationfor apnrov-=>1of anpoint-
~ents and application for sick and vacation leave
of absence filed by the officials and employees
of the Service;

f. All correspondences pertaininv to mana~e-
ment and operation of all foreign-assisted and
local special projects;

g. Request for releases of funds under
these nrojects;

"h. Recommendation f'o r- arvnr-ova.J ().f' tran -
portation and/or rep~esentation allowances;

i. Recommendation for approval of certi-
ficate of completion and/or acceptance of special
projects;

j. Contracts, Certificate No.2 for partial
and final payments o~ foreign-as~isted nrojects
and ~peci~l local nrojects;

k. Correspondences pertaining to other matters
that may be dele~ated by thp Cecretarv from time
to time;

J. All other corresnondences pertaining to
the functions specifically provided for under
Section 9 of pn 458; and

m. In the absence* of the Chiefs of the
Service the Assistant Chief shall sign for him.

The Chiefs of the O~fices nder the Service
w"ill sign:

1 DOl.ltiru'lrycorresnondences as may bp
delegated by the Chief of the Service;

2. Certificate No.2 for salaries, wages
and traveling expenses under each
respective Office; and

3. In the absence of the C~iefs of the
Offices the ssistant Chiefs will sign.

VII. The Head :,xecutiveAssistant ,viII sign:

a. All correspondences pertaining to the
management and operation of the He8d ~xecutive
Office;

- more -
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b. Approval of itinerary of travel, time
records and recommendation for approval of leave
applications of all personnel under his office~H
and the staff of the Secretary;

c. Approval of all payroll for all employees
of his office and the staff of the Secretary;

d. Correspondences pertaining to other
matters as may be delegated by the Secretary from
time to time; and

e. All other correspondences pertaining to
the functions of the Head Executive Office as
provided for in the rules and regulations implement-
ing PD 458;

The Chief of each Service including the
Head Executive Assistant will sign as follows:

"BY AUTHORITY OF THE SECRETARY:

Chief of Service
or

Head Executive Assistant"
VIII. The Director of the Bureau of Construction and
Maintenance will sigg:

a. All correspondences pertaining to the
operation, management and functions of the Bureau
of Construction and Maintenance as provided for
under PD 458, including but not limited to the
following:

1. Approval of vouchers and checks for
cash advances pertaining to the Bureau regardless
of the amount involved;

2. Approval of requisitions, purchase orders
and letter orders covering supplies, materials,
office equipment and services for the Bureau in an
amount not exceeding P5,OOO.OO each, including the
vouchers and checks for payment thereof;

3. Approval of application for vacation
and sick leave of absence filed by the officials
and employees of the Bureau;

4. Approval of itinerary of travel, trip
tickets and gasoline allocation of employees of the
Bureau;

5. Approval of plans and specifications
for locally funded projects except the foreign-
assisted and local special projects;

-Ipore-
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b. All Dlan~ o~ designs prepared in the
Central Offic~ reparrlJeps o~ the estim~terl cost and
all nl~~ anc designq nrnp~red bv the recion~l
offices Fith an estimated cost of more than 12 000000.00; , ,

c. Correspondences pertaining to functions
and matters as may be delegated by the Secretary;
and

d. In the auqnnce* of the Director the
Assistant Director shall sign for him.

T~a r1i0fs of the ntvisions under the Rurepu
ni 11 q; rrn:

1 • I ou t Ln a r correspondences as rna;'be
delegated by the ~irector of the Bureau;

2. Certi~icate No. 2 for qalaries, we~es
and traveling expenses under each res-
pective Division; and

').-I. In the absence* of the Chiefs of the
Divis; ons thc Assistant Ch Le f's vi 11
si.n-n.

lor. . ment 'vill s

a. Corr0spondences nnrtaining to the operRtion,
mana~ement ~nd functions of the Bureau of Eouipment
as provided for under PD lt58 including but not
limited to the following:

1. Ap1)rov~l of vouchers and ('hecks for
cash advances pertaining to that Bureau
repardlcss of the amount;

2. Approval of requisitions, purchase
orders and letter orders covering supplies
and m8terials, office equin~nnt 0n0 ~orv;ces
for the BUTeau in an a...,ountnot exceeding
P5,OOO.00 e~ch, in('lurlin~ the vo ('hpr~ an~
ch"ckq for p"'\vment thereof;

1. Apnrovql of application for vacation
and sick leave of ~bs('n('e :fi1 Pel b~r 0 the ,...-('4"; ("; ....., '"
~pd 0mnlovaeq of the ure~u;

4. Approval of itinerary of travel,
trip tickets, and .gasoline alJocation of'
employees of the Bureau;

5. Recommendation for aoproval of
specifications and purchase of equipment;

6. Budget and accounts pertaining to
the Ti ,;h1-'1~r•...r:'('ci~J fund ~(lui mpnt Account.;

- more -
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Co All other corres ondences pertaining
to other matters and functions as may be delegated
by the Secretary;

d. In the absence* of the Director of the
ssistant 'Jirector shfll1 ~i.rrnfor him •

.Thp. Ch.Lef's of tho ivisions under the,ureau
.vill sign:

1. Routinary correspondences a~ Mnv be
delp.~Bted by the Director of the Bureau;

2. Certificate No.2 for salaries, wagps
and travelin~ expenses under each
resnective Division· and

1. In the absence* of the Chiefs of the
l)ivisions the Assistant Chief .vil1 sLrrn,

(*Absence referred to herein shall mean on e ve or
on of~icial trip abroad or in the province.)

~ 11 rules and regulations inconsistent here-

with are hereby revoked.
This Order shall take effect immediately.
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