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POWERS AND FUNCTIONS

The powers and functions of NIA under RA 3601, as amended by PD 552 and PD 1702,
include the following:
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To investigate, study, and develop all available water resources in the country,
primarily for irrigation purposes;

% To plan, design, construct, and/or improve all types of irrigation projects and

appurtenant structures;

To operate, maintain, and administer all national irrigation systems (NIS);

To supervise the operation, maintenance, and repair, or otherwise, administer
temporarily all communal and pump irrigation systems constructed, improved,
and/or repaired wholly or partially with government funds;

To delegate the partial or full management of NIS to duly organized cooperatives
or associations;

To construct multiple-purpose water resources projects designed primarily for
irrigation, and secondarily for hydraulic power development and/or other uses
such as flood control, drainage, land reclamation, domestic water supply, roads
and highway construction, and reforestation, among others, Provided, that the
plans, designs, and the construction thereof, shall be undertaken in coordination
with the agencies concerned;

To charge and collect from the beneficiaries of the water from all irrigation
systems constructed by or under its administration, such fees or administration
charges as may be necessary to:

+ cover the cost of operation, maintenance, and insurance;

+ recover the costs of construction within a reasonable period of time to the
extent consistent with government policy;

+ Recover funds or portions thereof expended for the construction and/or
rehabilitation of communal irrigation systems (CIS) which shall accrue to a
special fund for irrigation development.


http://www.lawphil.net/statutes/repacts/ra1963/ra_3601_1963.html
http://www.lawphil.net/statutes/presdecs/pd1974/pd_552_1974.html
http://www.nia.gov.ph/PD1702.pdf

VISION

A professional and efficient NIA contributing to sustainable
socio-economic improvement in the quality of life
through agricultural productivity growth.

MISSION

To improve agricultural productivity through optimized use of
water resources for irrigation consistent with integrated
water resource management principles for increased
farmers’ income and food security.

OBJECTIVES

- To develop and maintain irrigation systems in support of the agricultural
program of the government;

» To provide adequate level of irrigation service on a sustainable basis in
partnership with the farmers and local government units;

» To provide technical assistance to institutions in the development of

water resources for irrigation;

- To improve and sustain the operation of NIA as a viable corporation and
service-oriented agency.
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PERFORMANCE PLEDGE
We, the officials and employees of the National Irrigation Administration-CAR, commit to:

urture professionalism of the NIA-CAR officials and employees by continuously
upgrading the potential and competence through trainings/scholarships
grants (within and outside the country); give awards to those deserving and
continue giving incentives to employees;

I nfuse the true meaning of “public service” within the office and eradicate “graft
and corruption practices” by implementing Anti-Red Tape Act of 2007;

,A t all times, provide prompt, competent and uninterrupted service to the farmer-
beneficiaries and stakeholders from Mondays to Fridays, 8:00 A.M. to 5:00
P.M. (no noon break)

‘ ontinue maintaining integrity, dignity and quality in the delivery of frontline
services to the farmer-beneficiaries and stakeholders at all times;

A ct quickly on all frontline services provided by the office with great satisfaction from
the farmer-beneficiaries and stakeholders;

R espond to all queries, feedback, comments, complaints, suggestions and others thru
the NIA-CAR Public Assistance and Complaint Desk, Suggestion Box, Tel. Nos.
(074)-422-5064 (Office of the Regional Manager); (074)-422-5393 (Office of
the Manager, Engineering & Operation Division); (074)-422-2435 (Office of
the Manager, Administrative & Finance Division.



EXTERNAL FRONTLINE SERVICES

ISSUANCE OF CERTIFICATION OF IRRIGATON COVERAGE

Schedule of Availability of Service: Monday to Friday
8:00 a.m. to 12:00 noon
1:00 p.m. to 5:00 p.m.
What are the Requirements:

Letter-request from applicant for the issuance of a CIC.
Special Power of Attorney, if the petitioner is other than the owner of the land.

3. Two (2) photo copies of TCT or OCT duly authenticated by the Register of Deeds or applicant may
present original of TCT/OCT for authentication by the Records Officer of the NIA Office receiving
the request for CIC.

4. Location and vicinity map including barangay, municipality and province including prominent
landmarks such as roads, buildings, subdivision, etc.

Optional Documentary Requirements (To facilitate processing)

1. Certified photocopy of zoning certification from the HLURB Regional Office when the subject land is
within a municipality/city with an approved comprehensive land use/zoning ordinance certified by
HLURB (LUC Form No. 2, series of 1994).

2. Certified photocopy of certification of the Provincial Planning and Development Coordinator that
the proposed use conforms with the approved comprehensive land use plan when the subject land
is within a city/municipality with a land use plan/zoning ordinance approved by the Sangguniang
Panlalawigan (SP). The certification should indicate the SP Resolution Number and the date of the
approval of the Land Use Plan (LUC Form No. 3, s. 1994).

Maximum No. of Days to Process: 15 working days as per NIA MC No. 35, s. 1996




HOW TO AVAIL OF THE SERVICE:

Duration of

Step Applicant/Client Service activity (Under Person Fees Location/Office
Provider Normal Responsible
Circumstances)

1 Submit formal Receive 5 minutes Elnora E. None Office of the
letter of request letter-request Melchor Regional Manager,
with complete and forward 3" Floor, 2" Bldg.
attachment to Engineering

& operations
Division
Conduct (depends on the Frank L. Engineering &
actual field distance of the Maximo Operations
evaluation site) Division, 1%t Floor,
and 2" Bldg.
verification.
Request client
to pay fee to
the cashier

2 Pay to the Cashier Process 5 minutes Cresilda A. P 500.00/title | Finance Section,
payment and Budikey 1%t Floor, 1°t Bldg.
issue Official
Receipt

3 Present Official Issue LUC 2 minutes Rita L. Afidchao | None Administrative
Receipt to the Form No.4 Section, 2" Floor,
Administrative 2" Bldg.

Section

4 Sign on portion Release the 3 minutes Rita L. Afidchao | None Administrative
release of request/s | LUC From No. Section, 2" Floor,
of the LUC Form 4 to client 2" Bldg.

No. 4 signifying the
personal receipt of
the released form

END OF TRANSACTION




PROCESSING OF WATER PERMIT

Schedule of Availability of Service: Monday to Friday

8:00 a.m. to 12:00 noon
1:00 p.m. to 5:00 p.m.

Who May Avail of the Service:

e Filipino Citizen

e Associations duly registered and corporation organized under the law of the Philippines, with at least

60 % capital is owned by Filipino citizen/s.

e Government entities and instrumentalities, including government- owned and controlled corporations.

What are the Requirements:

P wnN e

o

© 0 N O

Duly accomplished water permit application (WPA) Forms

Filing Fee

Location Plan of water source and Point of diversion using a scale of 1:50,000

Location Plan of area to be developed indicating the lay- out of proposed works and geographical
coordinates of water source duly indicated

Evidence of Land Ownership ( Tax Declaration, Certificate Title, Lease Agreement, Waiver, Deed of
Donation)

Brief description of proposed project/development

Bacteriological Test ( for domestic purpose)

SEC Registration, If applicant is a Corporation or Organization

Site Inspection

10. Clearance from other agencies ( Water District, DPWH and NPC)
11. Barangay Clearance




HOW TO AVAIL OF THE SERVICE:

Duration of

Step | Applicant/ Service Provider Activity Person Fees Location/Office
Client (Under Normal | Responsible
Circumstances)
1 Submit duly Receive letter- request and 5 minutes Elnora E. Office of the
accomplished | forward to Engineering & Melchor Regional Manager,
Water Permit Operations Division 2" Bldg., NIA- CAR
Applications
with attached
requirements
Assess the purpose of Water 30 minutes Engr. Fremer A. Engineering &
Permit and evaluate attached William Operations Division,
requirements and prepared 2" Bldg., NIA- CAR
schedule date for inspection.
(only complete attachments
shall be processed)
2 Provide guide/ | Conduct inspection of site as 8 hours Engr. Fremer A. Engineering &

assistance scheduled (depending on the | William Operations Division,
during location of the site) 2" Bldg., NIA- CAR
inspection
3 (advised to Accomplish technical data in 4 hours Engr. Fremer A. Engineering and
call after 4 the Water Permit Application William Operations Division,
Office hours) & Inspection Report 2" Bldg., NIA- CAR
Engineering and
Endorse the request to other 15 minutes Engr. Fremer A. Operations Division,

agencies for clearance
(DPWH, LWUA, etc.)

William

2" Bldg., NIA- CAR

Follow- up
clearance with
other office/
agencies and
submit same
form




Pay the
corresponding
filing fee to
NWRB in
money order
form thru the
Office.

(wait for the
30-day post
period and
advise from
NIA re: result
of publication.

Acknowledge the payment;
post application to the
bulletin board; and submit
papers to NWRB for
processing.

-If there is protest, NWRB
shall conduct a hearing to
determine the merits of the
protest and whether or not
the application may be given
due course.

-If no protest and if protest is
found to be not meritorian
after hearing, the NWRB will
proceed to process the
application for water permit.
A Technical Appraisal will be
conducted by the NWRB or
NIA to determine

a)The approximate discharge of
the water sources;

b)The amount of water already
appropriated for beneficial use;
c) The water requirement of the
applicant as determined from the
Board'’s standards of beneficial
use.

d) Possible adverse effects on
existing grantees/ permittees on
public/ private interest;

e) Environmental Effects;

f) Land- economics;

g) In case of Irrigation purpose,
whether the area to be irrigated
can be integrated with that of an
existing or proposed irrigation
association for common irrigation
facilities.

- After a technical appraisal is
conducted, permit to drill (PTD) is
issued if the service is
groundwater and applicant will
be required to submit well drilling
data to NWRB.

- Technical evaluation by NWRB
Staff; NWRB staff to recommend
to the Board; Board decides and
approves.

-NWRB will issue Water Permit.

3 minutes

Engr. Fremer A.
William

a)Municipal-
-P 5,000

b)Irrigation

1.National/C
orporation P
-5,000

2.Community
/Individual -P
500

c)Power
Generation -
P 5,000

d)Fisheries -P
5,000

e)Livestock
Raising

1.Backyard —
P 1,000

2.Commercia
-
P 3,000

f)Industrial -
P 5,000

g)Recreation
al-
P 5,000

h)Other
Purposes -
P 5,000

Engineering &

Operations Division,

2™ Bldg.

END OF TRANSACTION




INTERNAL FRONTLINE SERVICES

(No Fees)

ISSUANCE OF CERTIFICATE OF EMPLOYMENT AND COMPENSATION/
REMITTANCES/SERVICE RECORD

Duration of
Step Applicant/ Service Provider Activity Person Location/Office
Client (Under Normal Responsible
Circumstances)
1 Request (either Receive/record request 5 minutes Jennilyn L. Celino Administrative Section, 2"
verbal or written) e Verbal Floor, 2™ Bldg.
e  Written
2 Data verification and 15 minutes Jennilyn L. Celino Administrative Section, 2"
preparation of Floor, 2" Bldg.
Certificate/Service Record
3 Review and signing of 5 minutes Rita L. Afidchao/ Administrative Section, 2™
Certificate/Service Record Grace A. Fanged Floor, 2" Bldg./Office of the
Manager, Administrative &
Finance Division, 1% Floor,
1%t Bldg.
4 Release Certificate/Service 5 minutes Jennilyn L. Celino Administrative Section, 2"
Record Floor, 2" Bldg.
END OF TRANSACTION

PROCESSING OF APPLICATION FOR LEAVE

Duration of

Step Applicant/ Service Provider Activity Person Location/Office
Client (Under Normal Responsible
Circumstances)
1 Duly accomplished | Receive duly accomplished 2 minutes Jennilyn L. Celino Administrative
Leave Application | form Section, 2" Floor, 2"
Form Bldg.
Note:
For VL/SPL - 5 days
before actual leave
For SL —immediately
upon return to work if
more than five (5) days
attach medical
certificate
Prepare Leave Application 5 minutes Jennilyn L. Celino Administrative

Form

Section, 2" Floor, 2™
Bldg.




Index and certify leave Rita L. Afidchao Administrative
credits Section, 2" Floor, 2™
Bldg
3 Sign Leave Recommend 5 minutes DM Grace A. Fanged/ Office of the Manager,
Application Form Approval/Disapproval DM Raymundo B. Apil Administrative &
and have it be Finance Division, 1%
sighed by Floor, 1%t Bldg./ Office
concerned Division of the Manager,
Manager Engineering &
Operation Division
4 Approval/Disapproval of 5 minutes RM John L. Socalo Administrative
Leave Section, 2" Floor, 2™
Bldg.
5 Receive and record of 5 minutes Jennilyn L. Celino Administrative
Approved/ Disapproved Section, 2" Floor, 2"
Leave Application Form Bldg.
END OF TRANSACTION

PROCESSING OF CLAIM FOR TRAVELING EXPENSES

(Reimbursement)
Duration of
Step Applicant/ Service Provider Activity Person Location/Office
Client (Under Normal Responsible
Circumstances)
1 Duly accomplished: Prepares Itinerary of 5 minutes Jessica S. Sagpa-ey Finance Section, 1%
e Approved Travel Travel Floor, 15 Bldg.
Order
o Certificate of
Appearance
e Bus Tickets, if
applicable
2 Sign Itinerary of Travel | Division Manager 2 minutes DM Grace A. Fanged/ Office of the Manager,
concerned to certify DM Raymundo B. Apil Administrative &
Finance Division, 1t
Floor, 15 Bldg./ Office
of the Manager,
Engineering &
Operation Division, 2"
Bldg.,
4 Approval/Disapproval 2 minutes RM John L. Socalo Office of the Regional
Manager, 3 Floor, 2"
Floor, 2™ Bldg.
5 Receives and records 1 minute Elnora E. Melchor Office of the Regional
Approved/Disapproved Manager, 3™ Floor, 2"
Itinerary of Travel Bldg.
Receives 30 seconds Jessica S. Sagpa-ey Finance Section, 1%
Approved/Disapproved Floor, 1% Bldg.

Itinerary of Travel




If approved, prepares 10 minutes Jessica S. Sagpa-ey Finance Section, 1%
Obligation Floor, 15 Bldg.
Request/Budget
Utilization Request and DM Raymundo B. Apil/ Office of the Manager,
have it signed by DM Grace A. Fanged Administrative &
concerned Division Finance Division, 1t
Manager and Financial Floor, 1t Bldg./ Office
Planning Specialist for of the Manager,
certification of Engineering &
availability of allotment Operation Division, 2"
Floor, 2" Bldg.
lan L. Pais Finance Section, 1°
Floor, 15 Bldg.
If disapproved, revises 1 minute Jessica S. Sagpa-ey Finance Section, 1%
Itinerary of Travel Floor, 1°t Bldg.
(repeat Step No. 2-5)

6 Prepares Disbursement 1 minute Jessica S. Sagpa-ey Finance Section, 1%
Voucher Floor, 1°* Bldg.

7 Certifies availability of 5 minutes Helen T. Laoyan Finance Section, 1%
cash/correctness of Floor, 1°t Bldg.
computation and
completeness of
supporting documents

8 Approval for payment 2 minutes RM John L. Socalo Office of the Regional

Manager, 3™ Floor, 2™
Bldg.
Preparation of Check/ 10 minutes Cresilda A. Budikey Finance Section, 1%

ACIC and recording in
the cashbook

Floor, 15 Bldg.

If paid by MDS Check,
submits ACIC to GSB

Within the day
before banking
hours

Cresilda A. Budikey

Finance Section, 1°
Floor, 15 Bldg.

10

Receives Check and
acknowledge receipt
of payment thru
signing of
Disbursement
Voucher and Cash
Book

Releases Check

Day after
submission of ACIC

Cresilda A. Budikey

Finance Section, 1°
Floor, 15 Bldg.

Receives Check and
acknowledge receipt
of payment thru
signing of
Disbursement
Voucher and Cash
Book

If paid by Regular
Check, releases Check

2 minutes

Cresilda A. Budikey

Finance Section, 1°
Floor, 1°t Bldg.

END OF TRANSACTION




PROCESSING OF CLAIM FOR TRAVELING EXPENSES

(Cash Advance)
Duration of
Step Applicant/ Service Provider Activity Person Location/Office
Client (Under Normal Responsible
Circumstances)
1 Duly accomplished: Prepares Itinerary of 5 minutes Jessica S. Sagpa-ey Finance Section, 1%
e Approved Travel Travel Floor, 1° Bldg.
Order
(Claims should be
submitted 3 days
before actual travel)
2 Sign Itinerary of Travel | Division Manager 2 minutes DM Grace A. Fanged/ Office of the Manager,
concerned to certify DM Raymundo B. Apil Administrative &

Finance Division, 1
Floor, 1t Bldg./ Office
of the Manager,
Engineering &
Operation Division, 2"
Floor, 2™ Bldg.

3 Approval/Disapproval 2 minutes RM John L. Socalo Office of the Regional
Manager, 3™ Floor, 2"
Bldg.

4 Receives and records 1 minute Elnora E. Melchor Office of the Regional
Approved/Disapproved Manager, 3™ Floor, 2
Itinerary of Travel Bldg.

Receives 30 seconds Jessica S. Sagpa-ey Finance Section, 1%
Approved/Disapproved Floor, 1°t Bldg.
Itinerary of Travel
If approved, prepares 10 minutes Jessica S. Sagpa-ey Finance Section, 1%
Obligation Floor, 1°t Bldg.
Request/Budget
Utilization Request and DM Raymundo B. Apil/ Office of the Manager,
have it signed by DM Grace A. Fanged Administrative &
concerned Division Finance Division, 1%
Manager and Financial Floor, 1% Bldg./Office of
Planning Specialist for the Manager,
certification of Engineering &
availability of allotment Operation Division, 2"
Floor, 2" Bldg.
lan L. Pais Finance Section, 1%
Floor, 1°t Bldg.
If disapproved, revises 1 minute Jessica S. Sagpa-ey Finance Section, 1%
Itinerary of Travel Floor, 1% Bldg.
(repeat Step No. 2-5)

5 Prepares Disbursement 1 minute Jessica S. Sagpa-ey Finance Section, 1%
Voucher Floor, 1% Bldg.

6 Certifies availability of 5 minutes Helen T. Laoyan Finance Section, 1%
cash/correctness of Floor, 15 Bldg.
computation and
completeness of
supporting documents
Approval for payment 2 minutes RM John L. Socalo Office of the Regional

Manager, 3™ Floor, 2
Bldg.




Finance Section, 1°
Floor, 15 Bldg.

8 Preparation of Check/ 10 minutes Cresilda A. Budikey
ACIC and recording in

the cashbook

If paid by MDS Check,
submits ACIC to GSB

Within the day
before banking
hours

Cresilda A. Budikey Finance Section, 1%

Floor, 1°t Bldg.

Cresilda A. Budikey Finance Section, 1%

Floor, 1°t Bldg.

Day after
submission of ACIC

9 Receives Check and Releases Check
acknowledge receipt

of payment thru

signing of

Disbursement

Voucher and Cash

Book

Finance Section, 1°
Floor, 1°t Bldg.

Receives Check and 2 minutes Cresilda A. Budikey
acknowledge receipt
of payment thru
signing of
Disbursement
Voucher and Cash

Book

If paid by Regular
Check, releases Check

Upon return from travel, submit the ff. to Finance Section for the preparation of Liquidation Report:
e  Approved Travel Order
e  Certificate of Appearance
e Bus Tickets, if applicable

END OF TRANSACTION

FILING OF COMPLAINT AT NIA COMMITTEE ON DISCIPLINE (COD)

Step Activity/ Action to be Duration of Activity Person Responsible Office Responsible
Undertaken
1 Filing of complaint ( Sec. 1 A complaint maybe filed by The complaint maybe filed
Rule IV, MC No. 27, S. 2005) any of the following persons, | to the:

to wit: a) Office of the
a)Any NIA Official employee; Regional Manager
b) Any private individual; or b) Committee on
c) Proper disciplining Discipline c/o the
authority Chairperson

2 Action on the Complaint —if | 2 days from the receipt of | The Secretary of COD-CO

shall determine if the

complaint is in complete
form. If not, he will draft
resolution to dismiss the

the complaint is substantial | the complaint
as required under the
section 2, MC 27 S. 2005,

notify and require the

person complained of to
submit a comment under
oath within 3 days from
receipt of said notice. ( Sec.
3, Rule IV, MC No. 27, S.
2005)

complaint. If yes, it will be the
subject of COD meeting
(frequency: monthly).

The COD Chairperson shall
thereafter, assign the cases
to the COD Divisions created
under NIA MC No. 8 S. 2004




Conduct of Preliminary
Investigation (Sec. 1, Rule V,
MC No.27, S 2005)

5 days from the receipt of
the complaint and shall
be terminated within 15
days thereafter.

The Committee en banc

Issuance of Formal Charge -
After finding a prima facie
case, the disciplining
authority shall formally
charge the person
complained of. (Sec. 4, Rule
V, MC No. 27, S 2005)

2 days from the
preparation of the report
as a result of the
preliminary investigation

The Committee en banc

Conduct of Formal
Investigation ( Sec 5, Rule V,
MC No. 27, S. 2005

Not earlier than 5 days
nor later than 10 days
from the receipt of the
respondent’s answer to
the Formal Charge. Said
Investigation shall be
finished within 30 days
from the issuance of the
Formal Charge or the
receipt of the answer
unless the committee in
meritorious cases extends
the period.

The Committee en banc

END OF TRANSACTION




