Napublic of the Philippines -
MINISTRY OF AGRARTAN REFORM

— QFFICE OF THE MINISTER : :
bilipan, Quezon City ;31/'%'{

MINISTRY MEMORANDUM CIRCULAR NO. /4L FF
Series of 1979 A

Subject: Amending Dept. Memo-Cireular No. 17, s. of 1977
re Standard Dperating Procedures on Tractor Pocls,

Bepartment Memorandum Circular No. 17, series of 1977, regarding the Standard

Operating Procedures on Tractor Pools, is hereby amended to read as follows:

I. OBJECTIVE

It is the objective of the Ministry of Aprarian Beform to assist settlers/

beneficiaries in land preparation through a low=cost tractor service by cperatin
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a tractor pool and to turn over the management of the tractor pool to the

seltlers as scon as they are already in a position to du so.

IT. POLICY

The Ministry shall establish and maintain tractor pools in its settlement

projeéets to provide a low-cogt traetor service to setilers for land preparation

and/or specific projects of the settlement,

LYE.,

GQUIDELINES O% THRE OPERATION

I. Tracters and other farm equipment necessary fer the iractor pools shall be

E"..'.'

procured by the Ministry out ef its appropriation for the special projects
umder the capital outlay.
Initial operational and maintenance expenses in preparing the farmlots of
settlers such as repairs, Puels, oils, lubricants, wages of operators and
helpers shall be taken from the revolving fund which shall be established
by the Hinistry.
The rate of land preparation shall be fixed by the Regional Director subject
to the concurrence of the Ministry. The Regional Director shall see to it
that it shall be 134 lower than the prevailing rate in the locality for the
land preparation service extended by private tractor operators,
Settlers/beneficiaries whe are no longer entitled to loan assistance may
also avail themselves of the services of the tracter puol on cash-anid-carry
basis, or by paying in advance at least fifty perccent (50%) of the serviece fee
immediately :

and the balapce, payable/after the harvest to come. lailure on the part of
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for land preparation, aside froﬁ whatever legal action the Ministry of
Agrarian Reform may take against him to collect the amount due the Ministry.
Land preparation service fee of settiers entitled to loan assistance shall

be paid to the Tractor Poel Unit out of the loan assistance fund which shall
be released to the Team Office.

To maintdin the tractor pool service continuously and effectively, cash
collections paid by the settlers shall be deposited to the nearest PNB branch
office, which shall form partjindfbr'nugment the Tractor Pool Revolving

Fund of the region.

A11 tractors and farm equipment in the tractor poel shall be insured with

the Government Service Insurance system (G315) and should be provided with
sufficient housing facility for the proper safekeeping and maintenance of

the tractors and equipment of the pooel.

The tractor pools in the region shall be the responsibility of the Hegienal
Director concerned, The Regional Director shall desigpate a Tracter Pool
Qperation Officer to be approved by the Minister and shall be under the
supervision of the Team Leader.

The Tractor Pool Operation Officer shall he accountable for all the tractors
and other farm equipment assigned in his area and shall be responsible for

the proper custody and maintenance of the sane.

Periodic inspeéction of the tractor pool shall be made by the Regional Directer
or by his duly authorized representative and shall submit a report of his
findings to the Minister.

The Tractor Pool Operation Officer shall maintain #n operation and maintenance
logbook which shall contain,among other things, pertinent information on the
extent of the service extended and the cost ol operation thereof.

The Tractor Ponl Operation Officer shall be properly bonded with the ridcliﬁy
fund of the Bureau of freasury. '

All disbursements pertaining to the tractor pool services shall be recommended

by the Tractor Pool Operation Officer and approved by the Tedm Leadeér,
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operator for every tractor. The tractor operatér shall be paid 109 of the
corresponding service fee of the area serviced. One tractor pool helper
may be hired whenever the need arises to help in the maintenance of the
equipment and tractors being used or assigned in the tractor pool. le
shall receive a daily wage ol P12.00.

The periodic inspection and evaluation of the tractor poel operation shall

be conducted by a representative of the Minister.

PROCEDURE

1e

The Team Leader and the Agrarian Reform Technologist shall inform all settlers
in the resettlement area of the establishment, objectiwves, and service
procedures of the tractor pool.
Settlers who would like to avail themselves of the services of the tractor
pool shall present their passbooks to the Team Leader. The passhooks shall
be returned to the Settlers after the completion of the land preparation
and only after the settlers have affixed their signatures on the Settlers'
Charge Invoice:

The settlers shall accomplish a "Request for Land Preparation' (see
Annex A"} with the assistance of the Agrarian Reform Technologists.
The Hequest for Land Preparation shall be verified as te its correctness
by an Agrarian Reform Technolopist and to he approved by the Team Leader,
Request of old settlers shall be disapproved if they have not yet paid
their cutstanding account for land preparation.
The approved Request for Land Preparation of a new settler shall be forwarded
to the Team Accountant for the preparation of Settlers' Charge Inveice (5CI).
The approved Request for Land Preparation of an old settler shall be Torwarded
to the Agrarian Reform Technologist whe shall prepare an Order of Payment
(See Annex ''#") and then forward it Lo the Collecting Officer, The seftler
may pay in advance at least 50% of the service fee and the balance payable
immediately after the harvest to come, or, if he prefers, he may pay in full.
The Collecting Officer shall acknowledre the payment of the old settler and
shall indicate the official receipt number, date issued, amount paid, and

shall affix his signature in all copies of the Order of Paywent.
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7. The original copy of the Request for Land Preparation and the (rder of Payment

ghall be for the file of the Team Leader and the duplieate copies shall be
for the Tractor Pool Operation Officer, Team hdcount;ht, tractor operator,
and the settler concerned.

8. On the basis of the Promissory Note in the approved Order of Payment (Annex H),
the Team Accountant shall prepare the necessary bill against the seftler-debtor
for land preparation and which shall be entered in the usual journal of bills
rendered.

9, On the basis of a duly approved Settlers' Charge Invoice (SCI) for land
preparation, the Team Office shall prepare a voucher and & check in Favor
of the Tractor Pool imit Ffor the accounts of the settlers for the land
preparation services extended,

10. The Tractor Peol Operation (fficer shall prepare & schedule of services
that is practical, economical, and advantageous to the government.

11. When a Tractor Operator has completed a given area, he shall accamplish
a "Certificate of Completion of Land Preparation’ (see Annex nnty odin
six copies duly concurred in by the Agrarvian Hefarm Technologist and the

settler concerned, and certified as completed by the Tractor Posl QOperation

Officer.
Copies of the Certificate of Completion shall be distributed as follows:

Original copy - Tractor Operator {(to be attached to his claim for
wages)

ong copy = settler

one copy - Team Leader

one copy - Tractor Pool Operation Qfficer

Two copies - Team Accountant (1 copy to be attached to SCI for
the Regional Accountant, one for file)

12: The Certificate of Completion for Land Preparation shall be submitted to

the Team Accountant . The passboolk shall be returned to the settler after

he shall have affixed his sipnature on the Setiler's Charge Invoice,
13. Accounting entries and/or transactions in conmection with the tractor pool
gperation dre shown in Annex "G for ready reference.
V. REPORTING
1. Every end of the month, the following reports of transactions of the tractor
pool aperation shall be prepared by the Team O0ffice concerned and sulmiited

as: followss:

‘A. Report of Collections, Report ol Disbursements, and Beport of Checks



Issued shall be prepared by the Cashier to be certified by the Team
Accountant and to be submitted to the Regional Apéhuwtant.

b. Report of Loan Assislance shall be prepared by the Team Accountant
to be submifted to the Regional Accountant.

¢, HReport of Accomplishment (See Annex "E') shall be prepared by the
Tractor Peol Operation Officer and duly approved by the Team TLeader and
to be submitted to the Minister, c¢/o the Chief, Financial & Management
Service, (Central 0Offiece), copy furnéshed the District pfficer, the
Regional Director, the Director of the Bureau of Resettlement, and the
Aceoumting Division, Planning Service and Engineering Division.

d. Statement of Operation, Balance Sheet, and Cash Flow (Annexes "F'', "G,
and "H" respectively) shall be prepared by the Team Accountant to be

submitted to the Chief, Financial & Management Service, Central Office.

All orders, circulars, and/or memoranda thiat are inconsistent herecwith are
hereby modified, amended or revoked accordingly.

APPROVED, July 18, 1979, Diliman, (Guezon City.

CONBADO F. ESTRELLA~

f///;/12515t4rt Mlnﬁster

fdﬁ Administrigtive Affairs

f.
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Republic ef the Philippines i WANNEK AN
MINISTRY OF AGRARIAN REFORM
Agrarian Reform Team No. __

RLP H'ﬂr
Date: &
REQEEST FOR LAND FREPARATION
Hame of Settler: Bleck Ho.
Date ef arrivel in the Settlement: Lot Noe
Hature ef Service Total are requested
[j Harrowing ha.
_57 Retivatien ha.

REQUESTED BY:

(Signature of Settler)
RECOMMENDED BY:

APPROVED BY:

Agrarian Reform Technelegist

) 1 A AL

e o SR
(Te be filled up by the Tracter Peol Operation Officer)

Service Fea P HSehedule of Service

Date ef Service:
Tracter Ne, Assigned:
Tracter Oparatoer:

Tracter Pool Operatien Officer
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Rephblic of the Fhilippines
MINISTHRY OF AGHARIAN REMOAM i TANKEL B!
Agrarian Reform Team Ne,

OF No.
Date:

OHDER OF PAYMENT

Te: Cellegting Officer

Per approved Hequest fer Land Preparvatien Ne. g dated

please accept the payment ef Mr./frs./lis.

in the ameunt of (® )

representing /7 full /7 partlal  payment of service fee for land

preparatien ef Let Ne. s Block No. with a tetal area ef
hectares,

Tegn Leader

S T R R R R R
(T be filled up by the Cellecting Officer)

Tetal Ameunt of service fee »
Less this payment: O/R No,
dated
BRELANCE - b

Collecting Officer

R AR T P

i i 5 s TS i

(e ) PROMISSORY NQTIE

. Date:

| I promise teo pay the Ministry of Agrarian Reform the ameunt of

(¢ ), representing the
balance ef my acceunt as stated sbeve, during er lmmediately after the
harvest te come.

(Fremisser)
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L DEPARTNINT OF AGRARIAN REFCRhM I
e i, Sk ~Arrarian Reform-Tean Hos - - ;
R = . __ Resettlenent Arency

CCEATT TSN - Bl CElTL G b O
Tali D_PREPALGTAN

Date:
Name of Settler: Lo IR N, " RS £
Lot o, Bloele o,
RATUNE OF SERVICH
.:_._.. ATt MWL o e Tl S ; : ey
Area Reguessted Area Completed !

/] retivating . . P

" pate Storted: Date Conpleted: .

Amount Iue: =

- SUBRSITTED BY: -« -

e - Tragtor Operator
SATISTIED AS: T0 ¥ER SERVICSES RIELIERED:

Sattlor - -

CONCURRZD BY:

' VEATFIED & CORTIFIED COMPLETTD:

Traghbor Pool Operation (Officer




MINISTRY OF AGRARIAN REFORM MANNEL BN
Agrarian Refarm Team NG,

Daté:
TRACIOR POOL OFERATION
NONTHLY ACCONPLISMMENT REPORT
Fer the NMenth ef IR

1. LAND PESPARATION

: Nature of Service :¢ Area
Tracter : Brand : Hgrrew- i Flew— : Retiva-: Serviced

s fﬂer\rice Amount EI'In.. of

per :
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II. REVOLVING FUND

Cash Bglance (en hand and in bank) as of last repert o (ol 4
Plus Cash Receipts during this menth:

H = Hund gdded teo the apemtim ances0ses
2 Cellectiens apsapsaEn
3- Others: et L

POTAL CASH AVAILABLE »

Liess Disbursements this menth:

1. F‘U.El no® B B B
2, 0il/lubricants v A
3-. REE&iTB « 8 8 ® @
4, Wages (operators/helpefs) e
5- Dt}mrﬂ [ 3R]

)

n.

- & & % ® &

GEﬂh Balanu& r=:==I==I==l-=ﬂ=

III. WNISCELLANEOWS:

1. lie, of tractors net in running gondition, State cendition & repairs
needed:

5, Preblems/Recommendation: §

#’ﬁﬁﬁhﬁﬁ#ﬁ%f%ﬁ%%#ﬂ#ﬁ'%ﬁ"r’ﬁé"i’#‘#ﬁ%#fJ"ﬁf?fﬁ'Lﬁhﬁ%‘fﬁ%ﬁ#ﬁiﬁﬁ?ﬁﬁ%ﬁ%ﬁ%ﬁ%ﬁ%ﬁ%ﬁﬁ" i
PREPARED & SWBMITTED BY:

CERTIFIED COERECT:

Tractor Peel Operatien Officer APPROYED:

Team Leader



BAGANCE SHEET STATENENT : "ANNEX G"
Cash en hand s i
Cash in Bank - o o A <
Acceunts Beceivable TXXXX
Inventery eof Supplies & Malerisls e 2l o A
Tracters XXX
Other equlpment b S S v
Hand teels EXT XX
Shed/Building TEXXTXE
TOTAL = Px XX
Bauity P EXEEE
Ldd net income fer the menth XX XX x
TOTAL EQUITY p e Yol A o
STATEKENT OF OFERATION
NANNEX B"
For the Menth ef y B
Gress Inceme freom tracter services PXXEX
Liess: Operationsl expenses:

Fuel & lubricant PrxxxX
Wages of Operaters XXX
Wages of helper XXXEXX
Spare parts - repair i e o
Laber -~ repair XXX E
Office supplies EXxE
Others: X XXX

XXX

Net Inceme for the Menth !ﬁgxx




CASE FLOTW

Cash (Frem beginning te last menth)

Cash in Bank (Rskicciemioamukik(Balance as of last mo,)
Tetal cash available

Add Cellectien made during the menth

TOTAL CASH AVAILABLE

Less Disbursement during the menth

Balgnce Cosh en Hand and In Bank




