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ADMINISTRATIVE ORDER No. 00
Series of 2023 

 
FOR:   SECRETARIAT
  
SUBJECT: OFFICE EXPENSES APPROVING AUTHORITIES

 

DATE 22 FEBRUARY 
  
In the exigency of service and in view of a
are hereby designed to be the approving authorities based on the procurement value of various common use 
supplies and equipment, necessary for the operations of IECEP, Inc:
 

Value Request

Below PhP 1,000.00 Secretariat / Support 
Staff

PhP 1,000.00 to PhP 
5,000.00 

Supervising 
Secretariat

PhP 5,000.00 to  
PhP 10,000.00 

Property Manager / 
Office Administrator

Above  
PhP 10,000.00 

Property Manager / 
Office Administrator

 
It is understood that all requests shall be supported by a Purchase Request (PR) form, acco
Requesting Party, and duly approved by the appropriate signatory. In cases of urgency, an email exchange 
between the Requesting Party and the Approving Authority shall be admissible for record and audit purposes.
 
In cases when the Approving Authority is not available, the next higher authority shall be observed. Splitting of 
orders is discouraged.  
 
Copies of Official Receipts (OR) or equivalent proof of payment shall be furnished by the Requesting Party to 
the National Supervising Finance
 
Please be guided accordingly.
 
 
 
Engr. Lyle Anthony Jowill G. Villas
National President 

ADMINISTRATIVE ORDER No. 007 

SECRETARIAT 
 
OFFICE EXPENSES APPROVING AUTHORITIES 
 

22 FEBRUARY 2023 
 

In the exigency of service and in view of a more efficient administration of the National Office, the following 
are hereby designed to be the approving authorities based on the procurement value of various common use 
supplies and equipment, necessary for the operations of IECEP, Inc: 

Requesting Party Approving Authority Fund Source

Secretariat / Support 
Staff 

Supervising Secretariat  Petty Cash, to be issued by the 
National Supervising Finance 
Secretariat

Supervising 
Secretariat  

Property Manager / 
Office Administrator 

Petty Cash, to be issued by the 
National Supervising Finance 
Secretariat

Property Manager / 
Office Administrator  

National Treasurer Operations, to be issued via 
Digital Disbursements

Property Manager / 
Office Administrator  

National Treasurer 
through the Board of 
Directors (BoD) 

Operations, to be issued via 
Digital Disbursements

It is understood that all requests shall be supported by a Purchase Request (PR) form, acco
Requesting Party, and duly approved by the appropriate signatory. In cases of urgency, an email exchange 
between the Requesting Party and the Approving Authority shall be admissible for record and audit purposes.

ng Authority is not available, the next higher authority shall be observed. Splitting of 

Copies of Official Receipts (OR) or equivalent proof of payment shall be furnished by the Requesting Party to 
the National Supervising Finance Secretariat.  

Please be guided accordingly. 

Jowill G. Villas 

Copy Furnished: 
Property Management and Office Administration Committee
Finance Committee  

more efficient administration of the National Office, the following 
are hereby designed to be the approving authorities based on the procurement value of various common use 

Fund Source 

Petty Cash, to be issued by the 
National Supervising Finance 
Secretariat  

Petty Cash, to be issued by the 
National Supervising Finance 
Secretariat 

Operations, to be issued via 
Digital Disbursements  

Operations, to be issued via 
Digital Disbursements  

It is understood that all requests shall be supported by a Purchase Request (PR) form, accomplished by the 
Requesting Party, and duly approved by the appropriate signatory. In cases of urgency, an email exchange 
between the Requesting Party and the Approving Authority shall be admissible for record and audit purposes.  

ng Authority is not available, the next higher authority shall be observed. Splitting of 

Copies of Official Receipts (OR) or equivalent proof of payment shall be furnished by the Requesting Party to 

Property Management and Office Administration Committee 
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