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Aincndmenl of Aclminislralive Order No. 51, Series of 2003

ll ic  O inn il'us Guidelines diid l-’rocedures c»ii lite Maitilenance iind 
)|'erciUon ol I Ik ' r'Jationiil Resource Operaticm.s ( eiUer (N R O C ) under A O  No. 

51, series of 2UU3 specilically ileni No. V on iJe lineiilion ol runelions is Iiereby 
amcn(.ie(.l as ii'IIows:

V. Rule 1 le lin ea lio ii

Key A iliv id cs at N U O C Kes])oiisibie unit at Central Office/ 
NilOC

1. Locally Frociircd Goods
1.1. Dclcrminalion of needs, goods.

commodltics for stockpiling 
1.1’. rrcparalioii oficquest lo 

purchase ami KIS for I’oods
_lu hc jTrocnrcil______________

1 ..’’i C'anvassiim /biikliii'’
1.4 Del i very/1 iscoi I ing of goods tt> 

N ROC_________________________
1.___5 inspection _____________
l.f) Rc-packing iiilo raniily i’acks

I./ Allocation ( including request litr
alkicalion lioni kOs) ______  _

I .<S Aj^ijrtmil of rci-iuesl/RIS___
1 Distribution/ Delivei-y to recipient
1.10 Warehousing, monitoring and 

tracking of remaining stock/ 
jn\ eIijx)r}’ with TA Iro111 PM B

1.11 Physical upkeep
1.12 Reporting/liquidation lo

Administrative Servicc; copy furnish
I’M 15 _________________

2. Local/Foreign Donations

Program Management Bureau

Program Management Bureau

Administrative Service and BA C
Adnnnislrative Service

I nspection and Acceptance Committee 
National Resource Operations Center 
StalT( w ith re-enI'orcement if needed) _  
Pnigram Management Bureau

( ) nice of thi^U1 alersccretary for QCBCi 
National l<esouice Operations Center
NROC

NI I tJC  \v i th Ad 11 linistrative Service 
National Resource Operations Center

2.1 Pick-up iVoni donors/source/ Bureau 
o r  Customs

2.2 Inspection and VaiuatiiMT
2.1 Sorting and re-packing

NROC

I AC
NROC SlalT( with re-enroreement if 
needed) _________________________



2.4 Allocation/Disposition
2.5 Preparation oI’ RIS
2.6 Approval ol'R I^
2.7 Delivery to cin.1 users
2.<S Warehousiiia. monitoring anti 

tracking of remaining stock/ 
in\ entorv

2.̂ ) Re|H)rling/li(.|uiclation to
Adniinislrali\ e Servicc; copy liirnisli 
PM B

Prograni Mcinageniciit lUircaii
l*rograni Managenicnl Ikircaii__
Ofllce orthe Undersecretary I'or (JCBG
NROC
NROC

N IK X ’

^  A tlm iiiis lrn<ive M anagem ent___
3.1 Personnel Management including 
 I)aily Record (DTR) Signing___

T  C l ‘ ____________“ “
r . 2̂ 0 KANR( )C; ^

3.2 Api)roval oT applicalion for lea\ e 
Stair ( with ( )1C Initial )

_____O IC.NROĈ __________________
3.3. Request I'or Overtime________ ________
__  3.3.1 Recommending Approval
_ _ ^ 3 .2 A ppro\’al__________________
____3.3.3 Copy Inirnisli____________
3.4_Repair and mainlenancc of facilities 
___ and V ehicle
3.5 Sui^plies___ _________________

() IC.NR( JC __________________
Director for Administrative Servicc

Director for Administrative Service

OIC-NROC
Director. I’M 13
Director. Admin Service
Director. 1IRM
Adminislrative Service

Adminislratix e Service

I'his ordei' lakes effect immediately and supercedcs previous Issuances 
inconsistent lierewilli.
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