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Presidential Decree 1648
(Revised Charter)

funds/resources.

Authorized NDC to undertake the issuance of NDC Agri-Agra
Bonds in the total amount of P5oB for the development of the
agriculture and agrarian sectors.
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Executive Order No. 530
(Authorizing the NDC to Issue Bonds under Executive Order
83, Series of 1998 for the pump-priming activities and other

The EO strengthens NDC's authority

EO 83 Series of 1998, and expanded t

bond proceeds to include the econo

activities/projects of the government-owned and controlled
corporations (GOCCs) and any other projects designed for
economic growth and poverty alleviation.

Authorizing the National Development Company (NDC) to
issue Bonds for Infrastructure Projects

Amending Executive Order No. 824 authorizing the National
Development Company to Issue Bonds for Infrastructure
Projects to include projects for Rehabilitation and
Reconstruction of Government Infrastructure Facilities
damaged or destroyed by Typhoons "Ondoy" and "Pepeng"

Vision

By 2019, the preferred government investment arm serving as an effective catalyst for inclusive
growth

NDC invests in strategic areas where
supply chain gaps exist

NDC undertakes joint venture arrangements to
promote and enhance the competitiveness in
the industry and agriculture sector

NDC manages a financially sustainable investment
portfolio responsive to public interest and priorities



Special Projects

The Special Projects Group is tasked to oversee the implementation of strategic ventures/special projects of

the government where NDC is tapped to provide either financing or investment support

Documentary Requirements:
A. Project Proposal

Initial Requirements:

1. Formalletter of project proposal addressed to

SATURNINO H. MEJIA

Assistant General Manager
National Development Company
8/F, NDC Bldg., 116 Tordesillas St.
Salcedo Village, Makati City

2. Project Details. Attached to the formal letter of project proposal or investment invitation are the
details about the following:
2.1 Project description
Technical description of project and technology, pioneering or
developmental aspect of the project, impact to the industry, etc.
2.2.Location
Market condition and reason for choice of location or advantages of selected location
2.3 Target beneficiaries
Estimated increase in household income or business cost savings
2.4 Expected Social / Economic Benefits
Industry benefits, export potential, savings, estimated number of generated, downstream
businesses to be developed, etc.
2.5 Estimated Total Project Cost and Projected Revenue
2.6 Proposed amount of NDC Participation
2.7 Target implementation schedule
2.8 Project proponent
Company background information, owners/shareholders information, previous projects, existing
projects, affiliates and subsidiaries and other relevant information about the proponent

When the project proposal is approved by the NDC Management Committee, the proponent shall
submit the detailed Feasibility Study or Business Plan of the project.

B. Detailed Feasibility Study

FORMAT OF PROJECT FEASIBILITY STUDY (OR BUSINESS PLAN)
1. Executive Summary
2. Industry/Market Analysis
a. Regulatory Framework
b. Analysis of the sector
c. Demand: market segments, size, growth, projections
d. Supply: key players, competitors, market positions, differentials, prices, quality of
products/services
e. Potential changes in the sector (regulation, competition)
f. Potential changes in the market (growing unemployment, demographics)
3. The Project
a. Description and objectives of the project
b. Strategic fit of the project (emphasize pioneering aspect of the project)
c. Location (establish advantages and disadvantages of selected location)
d. Target beneficiaries
e. Proposed amount of NDC investment and Proponent’s equity
f. Timetable for project implementation
4. Project Cost, Financing and Return
a. Ten-year financial projections, profit and loss statement, balance sheet, cash flow statement
b. Analyses of the projected cash flows showing, among others:
e Financial Internal Rate of Return (FIRR)
e Financial Net Present Value (FNPV)
e Economic Internal Rate of Return (EIRR)
e Economic Net Present Value (ENPV)
e Return On Investment (ROI)
e Benefit Cost Ratio (BCR)
e Discounted Cash Flow (DCF)
e Weighted Average Cost of Capital (WACC)
e Payback Period
e Sensitivity Analysis
e (provide figures and statistics for all assumptions used in the computation)
c. Expected social and economic benefits
d. Estimate of total project cost with breakdowns
e. Proposed financial structure of venture, indicating expected sources and terms of equity and
debt financing
f. Identify other sources of funding
5. Risk Analysis
a. Internal and External to the Business, Environmental, Financial Risks
b. Mitigating factors/strategies for each identified risks




6. Project Proponent

Ownership structure and shareholders information

Organizational structure and Management Team
Licenses, permits, accreditation and trade registrations

a. History

b.

c. Previous and existing projects
d.

e.

f.  Financial Performance

e Revenues, main products/services groups

e Capital structure and cost

e Audited financial statements for the past three (3) years

e Foreign exchange risk/exposure
g. Organizational weaknesses/Strengths

Additional Requirements for Government Owned and Controlled Corporations (GOCCs)/

Provincial/Local Government Units

1.

Formal letter of application (signed by the Head of Agency)/Sanguniang Resolution endorsing the
proposed project and indicating the following:

1.1 Proposed project is within the mandate/priority areas of the GOCC/P/LGU;
1.2 Invitation for NDC to be an equity investment partner;

1.3 GOCC's/P/LGU’s proposed counterpart and its proposed source/s; and
1.4 Private partner’s and/or other investor’s proposed counterpart.
If with loan component, certificate of borrowing capacity issued by the Bureau of Local Government

Finance (BLGF) for P/LGU.

Submit letter of
application together

with the project proposal

documents (Item A of
Documentary
Requirements)

2 Submit revisions and
other required
documents or data

Receive documents

Initial review/validation of
the proposal / Exploratory
meetings/ocular
inspections

Initial presentation of
proposal and deliberation
by ManCom

20
(excluding no. of
days of
compliance of
proponent)

AGM for Special Projects
Group (SPG) [/ Account
Officer (AO)/Secretary

AGM/AO/Secretary

AGM/AO

10

=

Submit Feasibility
Study (Item B of
Documentary
Requirements)
Submit required
documents/clarify
issues, as applicable

Collaborate with NDC
Legal Department on

C

Receive documents

Conduct review and
due diligence

Provide proponent the

results of the review
and due diligence

Secure ManCom's
endorsement to

present the proposal to

the NDC Board
Presentation to the
NDC Board for
Approval
Preparation of legal
documents

the preparation of legal

documents

Collaborate with NDC
on the finalization/

signing of agreement
and other documents

Secure the following

a. NDCBoard's
approval of the
proposal including
terms and
conditions of the
agreement

b. OGCC opinion

Finalization and

signing of agreement

and other documents

60
(upon receipt of required
NDC documents)

20
(Subject to availability of
BOD)

10

30
(Subject to availability of
BOD)

10
(varies specially in the case of
P/LGUs, where approval of the
Sanguniang Panlalawigan/
Panlungsod has to be secured)

AGM/AO/Secretary

AGM/AO/External
Consultant

AGM/AO

General Manager
(GM)/AGM

AGM/AO/NDC
Legal

GM/AGM/AO/Legal

GM/AGM/NDC
Legal



Release of fund AGM for Fund
(varies dependlng Management/GM/AO
on agreement)

Duration 159 days

PROCEDURE ON ENTERING INTO A JOINT VENTURE WITH NDC

The detailed guidelines and procedures for entering into Joint Venture (JV) Agreements with NDC
shall be in accordance with the 2013 NEDA issued Revised Guidelines and Procedures for Entering into
Joint Venture (JV) Agreements Between Government and Private Entities. http://www.neda.gov.ph/wp-
content/uploads/2014/03/2013-Revised-JV-Guidelines.pdf
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servicing.

Documentary Requirements:

e Bond

O
O

O O O O O O

NDC Board Approval of the bond and the terms and conditions of the bond;

Department of Agriculture (DA) and Department of Agrarian Reform (DAR) approval on the Agri-
Agra compliance (in case of Agri-Agra Bonds) utilization;

Department of Budget and Management (DBM) approval on the utilization of the Agri-Agra
Bonds:

National Economic Development Authority (NEDA) approval (for priority projects);
Department of Finance (DOF) endorsement to Monetary Board;

Memorandum of Agreement (MOA) on the bond issuance;

Monetary Board (MB) opinion on the borrowing;

Authorization from the Office of the President (OP) for the issuance of ROP Guaranty;
Letter of Guaranty from the DOF;

o Loan

O O O O O

NDC Board approval of the loan and the terms and conditions of the loan;

Borrower’s Board approval of the loan and the terms and conditions of the loan;

Loan Agreement;

Promissory Note;

DOF's endorsement to the Monetary Board of the borrower’s loan (in case of government
corporation);

MB opinion on the borrower’s loan (in case of government corporation);



Duration of Activity
Applicant/Client Service Provider (Working Days, Under Person in Charge
Normal Circumstances)

Type of borrowing
=  Amount (state if borrowing will be in tranches)
= Guarantee by NG
= Purpose/Utilization of the proceeds
= Terms and features of the proposed borrowing
» Sinking fund provision
* Mode of offering and maturity date
= Details of the proposed borrowing scheme
= Other terms and features of the borrowing / issuance

o Sworn statement executed by the Board Members on a copy of the Board Resolution. The
document should attest that the board explicitly approves the borrowing transaction, specifies
the purpose/s and respective costs involved and presents in the main text all the other items of the
approved terms and conditions (item 5 above).

o Department of Finance (DOF) endorsement and NG guaranty, if applicable. To provide the BSP
with a more comprehensive view of the issues relating to the proposed borrowing and facilitate
the review of the monetary implications of the proposed issue, the endorsement may include the
DOFs financial evaluation of the GOCC-borrower concerned, particularly its financial status and
capability to service the proposed borrowing.

o Endorsement of the borrowing by line agencies or other government bodies that have oversight
functions over the proponent or to which the GOCC is attached.

o Summary of costs involved (arranger’s fees, legal fees, etc...)
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Duration of Activity Duration of Activity
Applicant/Client Service Provider (Working Days, Under Person in Charge Applicant/Client Service Provider (Working Days, Under Person in Charge
Normal Circumstances) Normal Circumstances)
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Who may avail the service: Any interested party — government or private entity

Documentary Requirements:

e Letter of intent to lease from the Offerror

e Dulyfilled-up Lease Application Form accompanied by the following documents:

- Business registration certificate

- Copy of the latest ITR or bank certification

- Lists of product or services offered

- Proposed building/facility to be constructed / set-up on the property

PROCEDURE:

Applicant / Activity
Offeror

Person in Charge

C

- Y

Applicant /
Offeror

Activity

Person in Charge

Duration of Activity
(Working Days,
Under Normal
Circumstances)
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Applicant / Activity
Offeror

Person in Charge

Duration of
Activity (Working
Days, Under
Normal
Circumstances)

Applicant /
Bidder

Activity

Personin
Charge

Duration of
Activity (Working
Days, Under
Normal
Circumstances)

*Both parties are stationed within the same locality.

Who may avail the service: Interested Buyer /Bidder

Documentary Requirements:

* Bidding guidelines
e Sealed bid/proposal
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Applicant / Activity Person in Charge Duration of
Bidder Activity (Working
Days, Under

Normal Accounting Unit

Circumstances)

PROCESSING OF DISBURSEMENT VOUCHER

e Availability of funds

e Supporting documents
o Salaries and other benefits

® Approved Payroll

1. Conduct of public bidding is in accordance with COA guidelines (COA Circular No. 89-296)
® Signed DTR

2. Disposal of property through negotiated sale shall be conducted after two (2) failed biddings.
® Accomplishment reports

® Other documents as prescribed by COA
o Cash Advances (Local and Foreign Travel)

® Authority to Travel
® Approved itinerary of travel
® (Other communications such as invitation, nomination, etc.

® Other documents as prescribed by COA
o Procurement of supplies and materials i.e. IT Supplies, Office Supplies, Material for Repair and
Maintenance, etc.

® Signed pre-repair inspection
® (Quotations from qualified bidders/contractors
® Signed Abstract of Canvass
e Approved Purchase Order/Job Order
e Signed Request for Inspection
. . ® Signed Waste Materials
We invest in development

® Sales Invoice/Cash Invoice

e Official Receipt



Activity

Person in Charge/
Responsible Unit

Duration of Activity
(Working Days, Under
Normal Circumstances)

Activity

Person in Charge

Duration of Activity
(Working Days, Under
Normal Circumstances)
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PROCESSING OF FINANCIAL STATEMENTS
PROCESSING OF PAYROLL

Activity Person in Charge/ Duration of Activity
Responsible Unit (Working Days, Under
Normal Circumstances)

Activity Person in Charge/ Duration of Activity
Responsible Unit (Working Days, Under
Normal Circumstances)
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Activity Person in Charge/ Duration of Activity

Responsible Unit (Working Days, Under Activity Person in Charge | Duration of Activity Documents
Normal Circumstances) (Under Normal Required

Forwards the documents to Circumstances)
Treasury Unit 3 Prepare contract/PO, JO  Requisitioner, Legal PO -3 WD Contract,

7 Receives the signed payroll Treasury Unit 20 minutes Group, Admin. JO-3WD Purchase Order
register and bank advice Group (PO), Job Order
Brings the signed payroll register (JO)
and bank advice to the bank 4 Accept delivery Admin. Group, 5 WD Receiving Report,

8 Prepares Journal Voucher to Accountant in charge of 10 minutes Finance Group, Report of Waste
record the payroll payroll COA Material

End of Total working time per DV 7 hours 5 Prepare request for Requisitioner 7WD Request for
transaction Payment Payment

Note : CD — Calendar Days
WD - Working Days

Finance and Administration

Activity Person in Charge Duration of Documents
Activity (Under Required
Normal
Circumstances)
1 Check condition of ~ Admin. Services Daily Maintenance
Who may avail the service:  Internal Client (NDC) various property and  Officer, Checklist
equipment Maintenance Form
Activity Person in Charge Duration of Activity Documents Personnel
(Under Normal Required 2 Undertake minor Admin. Services As required Maintenance Cost of
Circumstances) repairs Officer, Report Form Materials
1 Identification of required  Requisitioner 1CD Material Maintenance
goods/services Requisition (MR) Personnel
2 Conduct procurement Bids and Awards As prescribed inRA BAC Resolution, 3 Validate need for Admin. Services 1-2 hours Pre-Repair Inspection/
process per R.A. 9184 Committee 9184 Evaluation of major repair Officer, Report Form/ Check-up
Proposal, Maintenance Post-Repair Fee
Eligibility Check, Personnel Report Form
Request for Third Party Service Report
Quotation Contractor Form
4 Procurement of Admin., BAC As prescribedin ~ As prescribed Cost of
service and/or R.A. 9184 in R.A. 9184 service
materials and/or

materials
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Activity Person in Charge Duration of Activity
(Working Days, Under

T re a S U ry U n |t Normal Circumstances)

COLLECTION OF RECEIVABLES

e Issuance of Official Receipt

Duration: Average of 1 hour and 43 minutes

Activity Person in Charge Duration of Activity
(Working Days, Under
Normal Circumstances)

Who may avail the service:  NDC

Documentary Requirements

Daily Cash Balance report

Cash and Check Collections

Bank balances (in excess of maintaining balance)
Bank quotations

Duration: Average of 1 hour and 10 minutes
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Activity

Person in Charge

Duration of Activity
(Working Days, Under
Normal Circumstances)
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Budget Unit

CERTIFICATION OF AVAILABILITY OF FUNDS

Activity

Person in Charge

Duration of Activity
(Working Days, Under
Normal Circumstances)




PREPARATION OF CORPORATE OPERATING BUDGET (COB)

Activity Person in Charge Duration of Activity
(Working Days, Under
Normal Circumstances)

Activity

Person in Charge

Duration of Activity
(Working Days, Under
Normal Circumstances)

Human Resources

Who may avail the service: ~ Open to all Qualified Applicants

Documentary Requirements

Resume
Certificate of Eligibility/ RA 1080

Certificates of Trainings Attended
Transcript of Records

Diplomas
Certificate of Employment (external applicants, currently employed)

We invest in development

Performance Evaluation Sheet (external applicants from other government agency/ currently
employed)



Activity

Person in Charge/
Responsible Unit

Duration of
Activity (Under
Normal
Circumstances)

Documents Require

We Inve

tIn development

Activity

Person in Charge/
Responsible Unit

Duration of Activity
(Under Normal
Circumstances)

Documents
Required

Schedule of ServiceUpon request of the employee but subject for approval

Who may avail the service:
Documentary Requirements

e Monetization Form

Activity

Permanent / Regular Employees

Person in Charge/
Responsible Unit

Duration of Activity
(Under Normal
Circumstances)

Documents
Required




PROCESSING OF MULTI-PURPOSE /| EDUCATIONAL LOAN

Activity Person in Charge/ Duration of Activity Documents
Responsible Unit (Under Normal Required
Circumstances)

Activity Person in Charge/ Duration of Activity Documents
Responsible Unit (Under Normal Required
Circumstances)
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PROCESSING OF REQUEST FOR DOCUMENT (SERVICE RECORD AND
CERTIFICATE OF EMPLOYMENT)

Activity Person in Charge/ | Duration of Activity
Responsible Unit (Under Normal
Circumstances)
Receives letter of request HR Unit 1 minute
Retrieves 201 file* HR Unit 10 minutes
3 Prepares document HR Unit 5 minutes
/A Forwards documents to FAD Manager/ 30 minutes

FAD Manager for signature General Manager

Documents
Required

Letter of Request

Letter request,
201 file

*to give at least one (1) week lead time for inactive 201 Files maintained at Lane Archives

Schedule of Availability: Upon approval of the Personal Development Committee

Who may avail the service: Permanent/ regular employees of NDC

Documentary Requirements

e External Training Nomination Form
e Application Rating Sheet Form

Activity Person in Charge/ Duration of
Responsible Unit Activity (Under
Normal
Circumstances)
1 Accomplishes External Training HR Unit 10 minutes
Nomination and Application
Rating Sheet Form
2 Submits to Immediate Superior HR Unit 10 minutes

and PDC the Accomplishes
External Training Nomination
and Application Rating Sheet
Forms for evaluation/signature

We invest in development

Documents Required

External Training
Nomination Form and
External Training
Application Rating Sheet
External Training
nomination form and
External Training
Application Rating Sheet

Activity

Evaluates and approves the request
based on a set of criteria

4 Prepares/ endorses the proposed
Officer Order of the employee’s
authority to attend (if approved)

5 Approves/Signs the Office Order

Prepares Request for Payment (RFP)
7 Forwards RFP to Accounting Unit for
preparing of voucher

8 Confirms attendance to training

9 Submits post training requirements,
e.g. training materials, Certificate,
etc.

10 Conducts Impact Assessment (after 6

months to 1 year)

Schedule of Availability:

Who may avail the service:
Documentary Requirements: Office Order

Personin
Charge/
Responsible
Unit
Immediate
superior
PDC

HR Unit

General
Manager
HR Unit
Accounting
Unit
HR Unit
Employee

PDC
HR Unit

Activity Person in Charge/
Responsible Unit
1 Conducts Training Needs HR Unit & PDC
Analysis/Group Discussion
with the GM per workgroup
2 Consolidates TNA Results HR Unit

Duration of Documents
Activity (Under Required
Normal
Circumstances)
2 hours External Training
Application Rating
Sheet
10 minutes
1 hour
10 minutes Training fee
1 hour RFP
1day
5 minutes Certificate
Post Training Report
1 hour Impact Assessment

Form (Parts 1 and 2)

Upon approval of the Personal Development Committee

Permanent/regular employees of NDC

Duration of Activity Documents
(Under Normal Required
Circumstances)

1 hour TNA Survey Form
2 hours -



Activity Person in Charge/ Duration of Activity Documents
Responsible Unit (Under Normal Required Duration of Activity Documents
Circumstances) (Under Normal Required
Circumstances)

Schedule of Availability: Upon approval of the Personal Development Committee Schedule of Availability: Upon approval of the Personal Development Committee
Who may avail the service: Permanent/ regular employees of NDC Who may avail the service: Permanent/ regular employees of NDC
Documentary Requirements Documentary Requirements

e External Training Nomination Form e External Training Nomination Form

e Application Rating Sheet e Application Rating Sheet

Duration of Activity Documents
(Under Normal Required
Circumstances)

Duration of Activity Documents
(Under Normal Required
Circumstances)
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Activity

Person in Charge/
Responsible Unit

Duration of Activity
(Under Normal
Circumstances)

Documents
Required

PROCESSING OF REQUEST FOR LEGAL OPINIONS, DRAFTING OR
REVIEW OF LEGAL DOCUMENTS AND CORPORATE SECRETARIAL

MATTERS

Step

Activity

Person in Charge

Duration of Activity (Under
Normal Circumstances)
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Activity

Person in Charge

Duration of Activity (Under
Normal Circumstances)

Activity

Person in Charge

Duration of Activity (Under
Normal Circumstances)

AVAILMENT OF SERVICES ON CASE RELATED MATTERS

Step Activity

Person in Charge

Duration of Activity (Under
Normal Circumstances)

PROCESSING REQUEST FOR ASSISTANCE ON CONTRACT

NEGOTIATIONS

Step

Activity

Person in Charge

Duration of Activity (Under
Normal Circumstances)
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