' Re_:pub!ic of the Philippines
DEPARTMENT of AGRARIAN REFORM

05 June 1995

MEMORANDUM CIRCULAR No. _Qg

F OR

DAR OFFICIALS AND EMPLOYEES

FROHM £ ROLANDO LL. QUERUBIN
Assistant Secretary, E£HE
SUBJECT 5 POLICIES AND GUIDELINES OM THE USE

OF THE DAR GUEST HOUSE

The DAR Guest House was appropriated to provide assistance in
terms of living acrcomodations to field officials and emplovees
participating on training held at DARCO or who are on travel to
Metro Manila. '

ALl Tield officials and employees of the Department are
qualified as transient guests of the DAR Guest House. A group of
more than ten {10) persons requires a reservation with BARIE or
with Administrative Service of at least two (2) weeks.

Policy guidelines is hereby attached for vour reference and
quidance.
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ROLANMDO LL. GQUERUBIN
Assistant Secretary
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DAR

GUEST RHOLUSE

1.

OBJECTIVES

To provide assistance in terms of living
accomodations to field officials and employvees
af the Degartment on travel in Metro Manila.

POLICY GUIDELINES

All Field officials and employees of the
Department are gqualified as transient
guests of the DAR Guest House.

The Administrative Service, in coordination
with BARIE, chall take charge aof the
management of the DAR Buest House.

Duration ot stay shall be 1imited in
accardance with the purpose of Lthe travel or
emergency in exisltence.

There will be a minimal donation to cover the
incidental cost of the maintenance of the
dormitories. A proper accounting ef the fund
must be maintained by the representative from
Lhe Management Division.

M1l guests must be properly registered and
recorded in the registry book.
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PROCEDURES

For contferences, seminar or for big groups,
request for reservation i1s to be Tiled,
at least two (2} weeks 1in advance, to the
BARIE .

All guests are regquired bto register in a
pre-numbered registration form filed with the
Desk Officer /7 Officer—in—-Charge. The

pre-numbered registration form shall be
accomplished in triplicate and shall be
distributed as fpllows:

a. for Management Representative
for accounting purposes

b. for Officer—-in—-Charge

=4 for Registrant

Housekeeping functions shall Dbe assigned to

three (3) designated utility personnel
supervised by anthorized representatives. This
shall include laundry of linens. Pending

procurement of a washing machine, laundrying
of linens may be offered to a worker on a
"pakyaw" system. Use of washing machine/dryer
shall be exclusively for the AR GH' s linens
and curtains ONMLY. Guests are prohibited to
use 1t to avoid over—use/mis—use of  the
machine.

Control of supplies/linens.

The GS5D and BARIE shall assign a regular
storekeeper to take account of the linens
purchased, laundered and/or 1in use at the
dormitory. Subsidiary ledgers for the purpose
has to be maintained and reconciled from Ltime
Lo Lime. All linens purchased must be covered
by Memorandum Receipt.



Management of Funds.

A. The registration and accountability
form shall serve as a receipt of
payment received by the

Officer—-in—-Charge.

L. Collections for the day shall be
deposited to the Bank Account far GH
c/o designated signatories.

C. Withdrawals should be signed by the
two (2) designated signatories from
the Administrative Services/BARIE
and Management Division.

Duration - of occupancy/fstay shall be in
accordance Wwith the Travel
Order/Training/Seminar/Workshop/Conference.
For field employees on travel to Melro Manila
and suburbs, but not on official business with
the Department, their stay shall be limited to
three (3) days-

Except during trainings which Ehall?handled by
BARIE, Officer—-in-Charge and alternate may
come from the Administrative Services and
Management Division alternately on a monthly
basis, whose primary duties and
responsibilities are the following:

2. Oversee Lhe operation of the DAR GH
including the use and maintenance of
its facilities and the guests’
comfort and welfare.

h. Coordinate with BARIE training staff
or offices in charged of the
conference or training when the

cconference/training is held in the
Guest Hpuse and gets a list of the
expected participants for control
and reconciliation purposes of the
registration.

g Periodic checking of linens, records
and files, facilities like
arrconditbtioning units, washing

machine, etc., and the sanitation of
the whole bLuest House.



d. Facilitate clearance upon departure
of guests and supervise preparation
for the arriving guests.

&, Reconcile daily registration number
with cash on hand and cause its
deposit ta the bank.

= o Charges:

= based o salary grades as follows:
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a. SG 24 and below P20.00 a day

b. SG 25 and above

P30.00 a day



DAR GUEST HOUSE
RULES AND REGULATIONS

L SUEMIT REGUEST FOR REBERVATION TO THE ADMINISTRATIVE
SERVICE, IN COORDINATION WITH BARIE, AT LEAST TwWd (2 )
WEE®S BEFORE ARRIVAL

% BEFORE ADMISSION, ACCOMPLISH DAFR BUEST HOUSE FORM

* MAXIMUM LIMIT IS THREE (3) TQ FIVE (5) DAYS EXCEPT WHEN
DULY AUTHORIZIEDR

E STRICTLY % ND SNDKING" INSIDE THE RHOOM

¥ PROPER USE {F aAlLl. FACILITIES IS5 REHUESTED

* RETURN LSED HEDDINGE PERSOMALLY BEFORE DEFARTURE TO THE
OFF ICER-IMN-CHARGE

¥ FOR URKEEP OF THE HOUSE, MINIMUM DONATIOGN 15 KIMDLY
REQUESTED:

2. FOR SGE 29 and BELOW = RPZ20.00 & DAY
2. FOR 86 25 and ABAVE = P30.00 & DAY
¥ ENERCOMNOMIZE AND SAVE WATER
¥ DO MNOT LEAVE AaMyY FAUCETS alMD SWITCHESD: OFEM

up/guest-h rick042895
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REMINDERS

OBSERVE CLEANLINESS AND SANITATION.

DRINKING OF SPIRITS AND LIGUORS ARE STRICTLY PROHIBITED.

strictLy | NO SMOKING" inusioe me seorooms awo
COMFORT ROOMS.

VIGITORS ARE NOT ALLOWED INSIDE THE ROGM.
EATING INSIDE THE ROOM 15 NOT ALLOWED.

SWITCH OFF LIGHTS AND AIRCOMDITIONING UNMITS WHEN NOT IN
USE. LIGHTS OFF AT 10:00 FP.M.

RETURN BEDDINGS BEFIRE DEPARTURE.

CURFEW HOURS

11:30 PM

GUEST HOUSE CLOSED AT 11:30 PM

wp/reaind/rick050395
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