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T "O PURPOSE

The purpose of this procedure is to provide guidelines in the effective implementation
of Assistance and Coordination Division procedures,

2.4 SCOPE

The scope of this procedure covers the preparations of the Payroll of Athletes and
Coaches Allowances (PACA); documentary requirements for the foreign coaches;
processing of cash incentive and retirement benefits under R.A. 10699; research and
coordination for the Philippine Sports Hall of Fame and the Philippine Sports Museurn;
printing and issuance of Benefit Kits under R.A. 10699 as well as the regular PSC lD
cards; and processing of monthly pension of retired athletes.
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PSC - Philippine Sporfs Commission
ACD - Assisfance and Coordination Division
ED * Executive Director
DED - BCSSS - Deputy Directar, Bureau of Coordinating Secretaiat and Support Seryr'ces
DED * Ft|/lAS - Deputy Director, Finance Alanagement and Administrative Services
PCO - Public Communications Office
PAGCOR - Philippine Amusement and Gaming Corporation
NSA - NationalsBorfs Association
R.A. 6847 - Philippine Sporfs Commission Act
R.A. 10699 - National Athletes and Coaches Benefifs and lncentives Act
R,A. 8757 * Hall of Fame Act
PSHoF - Philippine Sporfs Hall of Fame
ttTP - National Training Pool
BR - Board Resolution
DTR - Daily Time Record
MAR - Monthly Attendance Report
WAR - Whereabout and Activity Report
PACA * Payroll of Athletes and Coaches Allowances
CSR - Certificate of Service Rendered
TP - Training Program for Athletes provided by Fareign coaches
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Assistance and Coordination Division Operations h/lanual
Republic Act No. 10699
lmplementing Rules and Regulations of R.A. No.6847p a R767
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5.0 PROCESS FLOW

5,{ Preparation of Payroll of Athletes and Coaches Allowance (PACA)

RESPONSIBLE FLOW CHART REFERENCE

National Sports
Association Affairs

Office (NSAAO)

Assistance and
Coordination Division

(ACD)

Assistance and
Coordination Division

ACD)

Assistance and
Coordination Division

ACD)

Submission of
Monthly Allowance

Reports (fl#ARs]

Review and double
checking of the submitted
Line-up and DIRs as hasrs
for computation of specific

month's allowance

Preparation of Payroll
of Athletes and

Coaches Allowance
(PACA)

PACA for ACD
Chief's signature

Action Slip
ll/lARs

Line-up
Board Reso/ufions

Action Slip, MAR, Line-
up, DTR, WAR, Board

Reso/ufrbns

Action Slip, PACA,
MAR, Line-up, DTR,

WAR, Board
Reso/ufions

Action Slip, PACA
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BFMAS
(Budget Affice)

Processing of PACA
payment

Action Slip, PACA,
MAR, Line-up, DTR,

WAR, Board
Reso/ufibns
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Freparatian of Monthly Salaries of Foreign Coaches

RESPONSIBLE FLOW CHART
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REFERENCE

5.2

National Sports
Association

(NSA)

Assistance and
Coordination Division

(ACD)

Assistance and
Coordination Division

(ACD)

Chief - Assr'sfance and
Coordination Division

(ACD)

Assrsfance and
Csordinatian Division

(ACD)

Daily Time Record (DTR),
Accohplisbment n ion 6n)

af Fareign Coach and
Training Progra,n (TP)

Callatian af Documentary
Requirements for
Monthly Salary

CSR initialed by
,ACD Chiet

CSR fonararded to DED-
ACSSS {or signature

Freparativn vf
Certificate of Seruice

Rendered ('CSR/

Tripartite lMemorandum of
Agreement (MoA)

Board Resolution (BR)
DTR, AR and TP

Action slip / CSR

Action slip / CSR
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Assistance and
Coordination Division

(ACD)

Accounting Office

BAFMS
{Budget Office)

DED-BCSSS Srgned CSR transmitted
back to ACD

Complete Documentary
R eg u i re nn e n ts f o rw a r de d

to AccountinE Office

Computation of
Satary for ACD

Chief's signature

Srgned Computatian of
Salary and other
documents for

processing of Foreign
Coach Salarv

An*innelin/t/-QD/ lgLrv! r grry , vvt \

MoA, BR, AR, TP, DTR,
CSR

llloA, BR, AR, TP, DTR,
^6nUDffi,

Computation of Salary

MoA, BR, AR, DTR, CSR
Signed Computation af

Salary
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5.3 Processing af Cash lncentives and Retirement Benefits

RESPONSIBLE FLOWJ EHART R.EFERENCE

Applicant /
Governing Sports
Body / Umbrella

Organization

Assistance and
Coordination Division

(ACD)

Assistance and
Coordination Division

(ACD)

DED.BCSSS

Board Secretariat

Application Form,
halaaafian I icf and/ar

other Docr.rrnents

Research. Evaluation and
Ghecking of subnnified Docurnents

Computation of lncentives
and Recommendation

Endorsernent to the Office
of the Board Secretary for
approval of the PSC Board

lnclusion in
Agenda for PSC
Board Approval

Notarized Application Fonn
by individual

applicanUDelegation List
certified by umbrella

organization (e.9. POC,
PhilSpada, etc.)

Notarized NSA Certification,
Official Results and

other documents as mav be
required.

Recommendation
and Computation

Remark-s of
Endorsement

PSC Board fVfleeting
Agenda and Eoard

Resolution
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Assistance and
Caordination Divisian

(ACD)

Assistance and
Caordination Division

(ACD)

BAFfiIS
(Accounting Affice)

PAGCOR

Endorsement to
PAGCOR for Funding

Remittance of Funds/
!ncentives fo FSC

Processrng of
Payment of
lncentives

A/ecessary Documents
for Processing of

Payment

Letter of Endorsement,
Certification signed by the

PSC Chairman
Summary Report of Recipient/s

Board Resolution
Notarized Application Form
Notarized N SA Certificatian,

Official Results and
other documenfs as may be

required

Checks /ssued fo PSC

Copy of Letter of Endorsement,
Certification signed by the

PSC Chainnan
Summary Report of Recipient/s

Boarci Resolution
Notarized Application Form
Notaized N SA Ceftification,

Official Results and
other documenfs as may be

required

Payroll
Copy of Letter of Endorsement,

Certification signed by the
PSC Chairman

Summary Repcrt of Reciplantls
Board Resolution

Notaized Application Forrn
Notaized NSA Certification,

OfficialResulfs and
other documenfs as may be

required

ACD A2.23.24
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5,4 Fhilippine Sports Museum Visits

RESPONSIBLE FLOW CHART REFERENCE

Chief - Assr's/ance
and Coordination

Division
(ACD)

Assistance and
Coordination

Division (ACD)

Client i Visitor

DED-BCSSS

!-etter of lntent
specifying Date and

Time of Visit

Endarsement far
Appraval of DED-

BCSSS

lf approved, Glients /
Visitors are guided by

AGD statf on day of Visit

Apprava! /
Disapproval
ofRequesf

Letter Request

Remarks on Action
Slip / Endersement

Memorandum

Endarsement
Memorandum

ACD 42.23.24



PHILIPPINE SPORTS COffiMISSION Page No,: age 9 of 17

ASSISTANCE AND COORDINATION
DIVISION PROCEDURES

4

PSC.SOP-BCSSS-03

Aqqiqtrnna anrl

Coordination
Division
(ACD)

Assistance and
Coordination

Divislon
(ACD)

Assistance and
Coordination

Division
(ACD)

Assistance and
Coordination

Division
(ACD)

ReEistratian of Visitors /
Afients

Museurn Tour Proper

Distribultion of
Feedback Forms for

Comments and
Suggestions
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Guide Pamphlet

Faar{hank Enrrnr vvvvqvr\ r vttt!
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Briefing on Museum
House Rules


