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PPA MEMORANDUM ORDER
No. 20 =~ 2013

SUBJECT: IMPLEMENTING GUIDELINES FOR THE PPA CHORALE

The PPA Chorale is organized pursuant to CSC Mamorandum Circuiar No. 30 s. 1294, ltam No
37 to “provide opportunities for employees’ social deveiopment through office outing, or
excursion, periodic socials, choral/dance group and team building” and in line with the Phiiippine
Ports Authority's effort in preserving the Philippines’ rich cultural hearitage and promoting the
employeses’ well-being by way of recognizing their musical potentiais and incliinations. It |
baiiavad that one of the best ways 1o discover the besauty, coior and excitament of the Filipino
culture is through music and dance especially when showcased to visiting ASEAN neighbours
This rsawakens the ssnse of regional onsness and pride among the
employsses.

A. MEMBERSHIP

1. Membership shall be composed of empioyees of the Philippine Ports Authority
basad in Manila;

2. Members shall have passad through & screening conducted by the group's
Musical Director.
8. SCHEDULE

1. Reguiar practice scheduies shall be heid two (2) times a week for two hours per
practice cay;
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Rehearsals for major performances shall bz aliowed at ieast tnree (3) months
prior 1o the occasion/presentation;

3. Rigid rehearsals snall be allowed at isast four

(4) hours per day for two (2) wasks
bafore the major performance/avant/coniest;

4. Voice recordings shall be aliowad bsfore the major performance.

C. INCENTIVES

1. Allowances

1.1 Allowance of P100 during requiar rensarsais which is twice & weask shall bs
provided for each member which shall cover expense for snacks. However
during recordings and/or rigid rehearsais, food aliowance of P250 shall be
provided at ieast before any performance:

1.2 Performance aliowance shall be P500 for each membear 1o cover meal and
transporiation expenses in case of performancas outside the PPA premisss
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2. Uniforms/Castumss

2.1 At isast two (2) sets of formal uniform/costume per ysar shall be

given io
sach memper in accordance with the approved buaget;
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2.2 Each member is accouniabie for the safekeeping and maintenance of hisher

uniform/cestume. Cost of dry cieaning of dslicate costumss shall be
cnargsabie against HRMD Athietics & cultural fund:

2.3 Costumes issued to members shall be used only during psrformances. Any
mambar who is unabie to parform in any one (1) event of the PPA Chorale
without justifiabie rsason shall be obliged to return the issued
uniform/costumes to HRMD and hencsforth, shall csasad to be 2 bonaiids
member of the choralg;

2.4 Addifional cestumes, accessories and props may be purchasad if necassary
for new parformances subject to the availabiiity of funas:

2.5All costumes, accessories and props shall be strictly for the use of the
members, and shall be issued a Memorandum Reczipt (MR).

D. OTHER CONDITIONS

1. Periormance invitations from oth=r government offices or private institutions snall
be approved by the General Manager through the Assistant Ganeral Manager for
Finance, Legal & Administration. A minimum of two (2) weeks lead tims shall be
given 1o .notify the group;

2. All expenses {air fare, meals, accommodation, transportations and per diems as
may be appiicable) 1o be incurred by the group in non-PPA lozal and intarnational
performances shall be provided by the inviting party;

3. Members shall secure an approved confirmation form from thsir Immediaie
Supervisors for all the scheduled rehsarsals and performances:

4. Tne elected officers of the choraie shall act as coordinators for the group. Thay
are tasked to prepare all the required communications, documentations, r2poris
and othear requiremants s n=eded.

E. LEAD OFFICE

1. The Human Resource Managesment Department shall be the authorized RC io
nandie and supervise the PPA Choralg;
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The group shall report directly to the HRMD Manager and shall gst instrusiions
regarding mattars, concems and activities from the said officer:
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The funds for expenses reiative 1o the Choraie shall be charged against the
approved budgst for Athietics & Cultural subject to the usual accounting and
auditing ruies and reguiations.

This Memorandum Order takes effect immediately and shall remain in force until subssquentiy
ameanded or modified.

- Casd
N C.STA. ANA
General Manager
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