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Republic of  the Philippines 
Department of Environment and Natural Resources 

Visayas Avenue, Diliman, Quezon Crty 
Tel Nos. (632)929-66-26to 29 (632)929-62-52 

929-66-20 929-66-33to 35 

MEMORANDUM 

TO : Atl Officials and Employees 
DENR Proper 

FROM : Undersecretaryfor Managementand Technical Services 

SUBJECT : GUIDELINESON REPAIR OF VEHICLES 

DATE : VAN 2 8 2004 . 

In order to implement control measures and properly account costs and payment 
in the repair of vehicles, the following guidelines are hereby implemented: 

1 ,  Request for repair of v e h i i  shall be mpwted to theMator Pool Unit 
whichshall condud lnspedionto determine the scopeof work. 

2. The Pre and Post-Inspection Reports are required for the preparation 
of Purchase Request and Disbwsement V-. 

3. The inspection and conveyance of veh-klesto repair shops shall bethe 
sole responsibitityof the Motor PoolUnit,GSD. 

4. Transit of DENR vehides to repair shops must be supported by duly 
approved Job Order accepted by the repair shop, and Gate Pass 
approved by the Chief, General Services Division (GSD). For control 
purposes, the Gate Pass for vehicle transit shall be prepared by the 
Motor Pool Unit. 

5. Drivers, end-users and other personnelare prohibitedfrom transacting 
directlywithrepairshops. 

6. Repair of vehides shall be supervised andlor inspeded in the repair 
s h o p b y t h e t l e a d , M o t c q m d U r i i t a n d a ~ f r w n t h e e n d -
user, if necessary, to ascertain complianceto contradspecifications. 

7. Preventive maintenance and minor repairs shall be done in the Motor 
Pool Unit as determined by its Head. 

8. Emergency repairs amounting to P15,000.00 may be charged against 
the petty cash fund of the end-user, but must undergo pre and post-
inspections. 

9, For vehicles acquired in 1997 to present, repair shall be done in the 
respectivevehide service center of themanufactureror dealer. 

1 O . T h e D e p a r t m e n t s h a U n d g a y a n y v e h i d e r e p a i r t h a t i s n d ~  
throughthe Motor Pool Unit. 

II -Persomtel foundvlofat tngareasonaMeaftce~shat lkheW 
personally and administratively liable. 

For strict compliance. 


