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PPA MEMORANDUM CIRCULAR
NO. 32 - 2020

TO : All Port Managers
All Department Managers
Cthers Concerned

SUBJECT GUIDELINES ON THE ELECTRONIC SUBMISSION OF
OPERATIONAL REPORTS
1. Leqal Bases

1.1 Sections 6-a (i), (iii) of Presidential Decree No. 857, as amended.
1.2 Republic Act No. 8792 or the Philippine E-Commerce Law
1.3 Department of Information and Communication Technology (DICT) Department

Circular No. 2017-002 entitled “Prescribing the Philippine Govermment's Cloud
First Policy”

2. DObjectives

With the advent of paperless communications, where valuable data and information in
prescribed formats can be transferred and stored electronically, this Circular aims to:

2.1 Facilitate timely and efficient paperless submission of operational reports from the
PMOs to Head Office.

2.2 Optimize utilization of the Cloud-based Storage technology and other executive
tools and reporting applications available for PPA.

2.3 Provide easy access to consolidated port data and information.

2.4 Provide a ready and comprehensive reference on operational reports for all PPA
responsibility centers requiring information on port cperations.

25 Facilitate monitoring of operational report submissions.

2.6 Setrules and procedures for the electronic submission.

2.7 Update operational reports into a single, comprehensive manual of inventories.
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PPA MC 35 - 2020

3. Scope

This Circular covers all operational reports submitted to the Office of the AGM for
Operaticns (OAGMOQ), and the Departments thereunder, including those operational
reporis that may hereinafter be required by PPA, from all Port Management Oifices
(PMOs). '

4. Definition of Terms
The terms or words used herein shall mean or be understood to mean as follows:

Cloud-based Storage - a model of data storage in which the digital data is stored in
logical pools and spans multiple servers keeping the data available and accessibie and
the physical environment protected and running. Rather than keeping files on a
proprietary hard drive or local storage device, cloud-based storage makes it possible to
save them to a remote database. As long as an electronic device has access tothe web,
it has access fo the data and the software programs to run it.

Electronic Signature - a digital format of sender’s identification embedded in an
electronic document to ensure authenticity of the document and security of transmission
of electronic information,

Virtual Folder -an organized location of files which can be assembled and accessed
on the fly.

Mirror File - pertains to the exact copy of the file usually stored in a location different
from cloud storage.

Operational Reports - are reports required under existing PPA policies to be submitted

by PMOs to Head Office covering data or information in prescribed formats used for
monitoring and analysis of situation of ports,

5. Electronic Submission of Reports

5.1 All operational reports covered by this Circular shall be submitted using the
prescribed Excel format and file naming scheme.

5.2 A screen shots of operational report folders are hereto attachéd as Annex A

53 A step-by-step procedure on the electronic submission of operational reports
is hereto attached as Ahnex B.

54 An inventory of operational reports, indicating the deadline of submission,
subject of this Circular is hereto attached as Annex C.

55 The date and time of submission shall be reckoned from the date and time of

uploading of the report. Each of the Departments under the OQAGMO shall be
responsible for monitoring timeliness of operational report submission in
coordination with the Corporate Planning Department (CPD).

5.6 In the event that submission is not pessible through cloud storage prescribed
by this Circular, the PMO shall submit the operational reports through the PPA-
prescribed electronic mail directly to the authorized recipient.
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6. Responsibilities of the Port Manager

6.1.

6.2,

6.3

The Port Manager shall have the direct supervision and accountabitity for all
operational reports being accomplished and submitted by the PMO to Head
Office

The Port Manager shall designate the PMO’s authorized representatives
(principal and ajternate} who will be responsible for the electronic submission
of all operational reports. The names of the representatives, together with the
comresponding official e-mail addresses, must be submitted to the Port
Qperations and Services Department (POSD).

All operational reports submitted electronically to Head Office by the authorized
PMO representative using the official e-mail address shall be construed to
have been reviewed and approved by the Port Manager.

The Port Manager shall ensure that the PMO retains mirror file of all reports
submitted and maintains a backup copy in a secured location for systematic
retrieval of said reports when the need arises.

7. Responsibilities of Head Office

7.1.

7.2.

7.3

The information and Communication Technology Department (ICTD) shall
have the sole responsibility of creating and adding virtual folders for the
repository of required operational reports including those that may hereinafter
be prescribed by the General Manager or the Assistant General Manager for
Qperations,

Likewise, ICTD shall define and designate access rights to cloud storage for
intended users of the operational reports. Such user access shall only be
granted using the prescribed Data Access Request form duly approved by the
concerned RC Heads,

The Head Office Department Managers shall designate the staff, the
supervisor and the unit responsible for: 1) monitoring and callating the
electronic submission of operational reports; and 2) analyzing and converting
such reports into meaningful information for presentation to Management.

8. Effectivity

This Circular shall take effect immediately.

JAY D
General

N\
L R. SANTIAGO

nager
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Annex A
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ICTD Tech shared a folder with you
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Here's the fotder that {{TD Tech shared with you.
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Fig. 1 Linkto OneDrive Shared Folder.
Step 1. A SharePointlink will be sentto the PMO's recipient email as shown in

Fig. 1 and click Open button.
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Fig 2. OneDrive Window Shared Folder

Step 2 The recipient will be automatically redirected to the One Drive Shared
Folder as shown in Fig. 2. And you can upload the files in the folder. Just

copy and paste the file to be submitted or Drag and Drop the file from
Windows Explorerto the Shared OneDrive



Option 2

You can also Syne the OneDrive shared folderto your Windows explorer on your
desktop for easier access.

¢ 3 ¢ e, Sutisdkoffice cdmimalliinb

i3 apps €D nbesteams OB YouTube EF Map:

Offics 365 >

Apps
& cutoo
Word k] Eice

@ roveror: LR} OneNote
B shaerort  EfF Teams
2 vammer 1% sdmin
O ciencar

Fig. 3 Display of 0365 apps

Step 1. Login fo your PPA 0365 accountin your browser, once Logged in

Click to dlSplay F]g3 then click & COneDrive



€ a enowr ene @ E BRSO
OE-‘-\-:--‘II'Q- ' X " LY« o [T e dem-nn.m-xL-v
4 T B 6 sy iharpers o et gl i ghy ryw s TR e
u A S idivprn, B reberetig, () bt bevenie £ BB G 1Bt brpner L I it Titte 5 Wity i tenk, % ettty v, [ T drmae
o b i e e | L fowm ]
| g
R bt ¥, Gl B @ oy v
- I Vb
[ I i Poputsr sround me
-“ o A m L tawe 2L, Tov s B peinl @ Crm el Eatless rue te i ¥ e el et o Ie Nl ¥ inlaied il o
p—— o ey bt e en
Syt e
L4 t 05 MLy @i s WA B mhvia e, O PD.WH- T B
B weconnuce o,
& g
(vl - LSRR Shaced with you
= B
o | Dot by [P
Creim waene ity
@ g o Lyt TG Tk e Mt o Sl
Dermae L1 00 Bewnge mbded TV B0t 9
nirr U TAN o & Mt waE WK
e Paliien Fycts fmitur gy VR Koy bt T d TR

Fig. 4 CneDrive Window

Step 2.

Ctick on the "A” Shared then "B" Shared with you on the submenu to

display list of Folder and Files then click “C" “Commercial Services

Department.
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S Sync

Step 3. Clickon ‘icon. This will Synchronized files contained in the
shared foider to your desktop Windows explorer.
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Fig 6. -Searc-:h for OnéDrivé App

Step 4. After Syncing your OneDrive in your browser. Search OneDrive in your
Desktop as shown in Fig. 6 then Login to your OneDrive application in
your Desktop. |
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Fig. 7 Login your O365 Accountin your OneDrive App
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Fig. 8 Windows Explorer
Step 5. Once Logged in, open Windows explorer Fig. 8 and Look for Philippine

Ports Authority lcon under OneDrive. The shared “Commercial Services
Department’ wili be displayed in Windows explorer.

When the Shared OneDrive folder is synced in the Windows Explorer, you can easily
Drag and Drop or Copy Files directly from yourworkstation fo the OneDrive Folder,

You can also check this links below to know more about OneDrive.

htips.//support.office.com/en-u sfaricle/syn c-files-with~gonedrive-in-windows-615391¢c4-
2bd3-4aae-a42a-858262e42a49

https.//support.office.com/en -us/aricle/get-started-with -on edrive-work-or-sch ool -
b30dadeb-ddd2-44b6-943b-e6fbfc6h8dde




Option 3

You can also use OneDrive in your mobile by downloading the OneDrive app via
Android Play store or 0S5 Store. After installation, login youraccountand check
the shared folder as shown in figure 11.
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Fig. 11 Search 0365 Mobile Apps via Google Playstore or 10S Store.
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Fig. 12 Login your O365 accountand check the shared folder.

H

You can check out this link to know more about using 6365 apps in yourmobile.

hitps:/www.microsoft.com/en -us/microsoft-365/maobite

hitps://support.office.com/en -usfarticle/microsoft-365-mobile-business-apps-75bdc499-
293c-4377-a9f6-c16a7432d18a




FILE NAMING SCHEME

ARR NCN A002017

Name of the Report PMO Frequency of Report

LEGEND:
1. 1" segment of three (3) characters represent the Name of Report
2. 2™ segment of three (3) characters represent the Name of PMO

3. 3rd segment three (3) alpha numeric characters + Calendar Year
represent the Frequency of Report
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Frequency of Report m-

Annual Report AOO(YYYY) (Jan Dec)
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i i

i - J

Monthly Report
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“ANNEX C”
Inventory of Operational Reports:

a. Port Operations and Services Department
b. PPA Training Institute

c. Port Police Department

d. Commercial Services Department

e. Port Police Department



PORT-OPERATIONS/ANDSERVICES DEPARTMENT
Operational ReportsRequired UnderExisting PPA Regulations

1. TERMINAL'SERVICES DIVISION (T:SD)

. Fregquencyof : “Regulation(s) ; .
*Name ofReport ssubmission . Purpose /| ‘Requifing the ‘Report Remarks
A IMANDATORY ‘REPORTS
1. Productivity Summary | SemiAnnual To determine the Article I, Section 17, For compliance
Repott (every 5" day of | efficiency of CH b) 7) d) of PPAA.O. byall PMOs
Januagf and OpemtOTS concemed '‘No. 01-2006
as well as thelr

July) compliance with
productivity
commitment stlpulated
in‘their contracts /
pemmits

2. Monthly Gross Income | ‘Monthly (5 day [a. To determine the Article 1I, Sectlon™18, For compliance

‘Report of every' month actual-gross b) of PPA A.Q.No. 01- | by all PMOs
for the prior Income eamed- by | 2006 '

: ‘e i each CH operator

month's income) from providing CH
.services

b. Provides PMO

evaluation on the
increase /
decrease of the
monthly gross
income of CHOs.

3. Summary of Camo Quarterly {every To detemmine :the Article ll, Section19, ‘For compliance

Handif li S day of thefirst | complianceof the CH | b) of PPA-A.Q.'No. 01- | by all PMOs

Report (CHCR) month of the Operator/Permitee to | 2006
quarter} ‘theterms .and ‘Note: To include

conditlons of its in'the report the
‘contract or permit and amount of PRSF
to performance and attachments
standards as thereof.
prescribed by PPA.
| 4./ Monthly Weidhbridge |cMoritfity (every | o ' Recommended
+Operations Repott 20" day ofithe orextinction.
! Tollowing:menth) -

‘5. Report on the Status of | Quanedy (every For retirement Article ll, Section 8, b} | For compllance

the’'Maintenance and 5 day of thefirst | purposes of all CHO's | (1) of PPAA.O.'No. ‘by all PMQs

Compliance of menth of the regular, contractual or | 01-2008

Portworkers' Retirement qauarter) casual employees who Note: Pmoposed

and Separation Fund have served forat for inclusion in the

(PRSF) least six (6) months or Summary of

mofre continuously at CHCR
the time of separation. ,

6. Annual Report Annually (31st To determine 'the Aricle Il, Section 8, For compliance
day of May operationsand - b)(1) of PPAA.O.iNo. | byonly PMO all
yeary) performance of all CH | 01-2006 ’ PMOs

operators in addition to
other audit and
operational reports
7. :\Work Schedule-Report | Monthly'(every | "Provides:iequal “{ ‘Article ), Sectioni7, Recommended
: 20"-day-ofithe ;| 'distfibutionsystemTor |'b)8).c)5)of PPAAD. | forextinction
following.montfi) || workers:so thatievery  1'No.'01:2008
, " worker:is given'his:due
‘sharerof-eaming his
{livelihood
- . 1
B. OPTIONAL REPORTS




1 Monthly Operatiopal — "Monthly (every | To determine the Recommended
summary -Report 20" day of:the Increase/decrease in forextinction
Tollowing month) .operational statistics of
‘the:port
‘2.Monthiy Operational " | ‘Wonthly (every To determine .the Recommended
«and Financial Report “20h ‘day of the increase/decrease in forextinction
following month) operational stalistics of
1 ‘the pott !
2. 'MARINE SERVICES DIVISION (MSD}
- ) ‘Regulation(s)
Name .of Report ’;rsgrl:l?::%:f Purpose Requiring'the Remarks
Report
AJMANDATORY REPORTS
1. Pilotage Annual (Not PPAA.Q. No 03-85 | Being complied
Documentary later that 1% Sections 20 and 25 | by al! pilots’
Requirements; week of associations
February of thru PMOs
every year)
a. Medical Within 1®'week | Determine the
of February physical and mental
fitness of harbor
pilots
b. Indemnity Insurance b. Ensure funds are
and Reserve Fund available to cover
"any liability due to
pilots for.any
damage to port
facilities caused in
the performance of
their pilotage duties _
2. Pilotage ‘Monthly (every | Consolidated report | PPAA.O.Nos. 15- Being compiied
Govemment share 10* day of the for Management's 85 09-2000 by all PMOs
following month) | appreciation and
information _ .
3. Permits to Operate Monthly (every | Database on the PPAA.C. No. 08-86 | For compliance
Ancillary Services 10t day of the number of PTOs 08-2000 by all PMOs
(PTOS) following month) | issued per PDO and
per PANSER
category . _
4. Performance Quareny (every PPAM.C. Nos. 40- For compliance
Evaluation of Harbor 10" day of the 2002 and 03-2008 by all PMOs
Pilots first month of {he
Frots te1)
5. Shifting Scheduies Monthly (every PPAA.O. No. 0592 | Being complied
of Harbor Pilots 10t day of the and unnumbered by all pilots’
following month) Memo dated April associations
17, 2000 thru PMOs

3. SAFETY AND ENVIRONMENTAL MANANGEMENT DIVISION (SEMD)




‘Regulation(s)

Name ofReport i_:ﬁg:ﬁ;:%gf Purpose Requiring'the ‘Remarks
‘Report

A MANDATORY REPORTS

1. Quarterly Safety Quarterly {every PPA Memorandum | Some PMOs are

Inspection of Port 20" day of the Circular No. 37-79 not complying

Facilities first month of with the

: the quarter) Circular.

2. Accident Report Monthly (every PPA Memorandum | Some PMOs are
15" day of the Circular No.38-79 not complying
following month) with the

Circular.

3. Shore Reception Quarterly (every PPA Administrative | Some Shipping

Facility (SRF) Report}) | 20" day of the Order No. 02-2003 Companies
first month of the faited to comply
quarter) with the Order

Some PMQOs
have noc SRF

4. Dangerous Goods | 'Monthiy (every PPA Memorandum | Some of the

Handled, Stored and 15" day of the Circular no. 07-2008 | Safety Officers

Compliance with ECC

arises (endorsed

Engineering Office

Transported foliowing month) are not familiar
with dangerous
goods.

5. Yearly Annual {(20™ day MARPOL73/78 and | Some PMOsare

Environmental Plans of January) ‘Memo from the not submitting

and Programs and its AGMO

accomplishments ]

6.'Monitoring of As the need As requested by the | A memorandum

Order -

Provisions Pertinent to | to Engineering) guidelines on
PPA-Port Project monitoring of
Compliance with
ECC conditions
is proposed,
Currently, itis
for comments by
PPDD/PCMD
7. Supplementary Semi-Annual Memorandum Orger | Most RCs at
Guidelines on Waste (every 20" day 13-2008 H.0. and some
Management and other | of January and PMOs doNat
Environmental-Friendly | July) comply with the
Practices in PPA ‘M.O.

2020

8. PTB Housekeeping { Monthly {every Being complied
Report 20t day of the by all PMOs
following month)
9. Quarterly Safety Quarterly (every | Safety Inspection of | Report requested by | Some of the
Inspection Reports of 20' day of the the Port Terminals the General PMOs do not
the Port Terminals by | first month of Manager in his'May | comply with the
the Port'Managers the quarter) 18, 2018 GM's Directive
Memaorandum to
Port Managers. _
10. Status Report on Daily (interim PPAMC. No. D1- Very few PMOs
the implementation of | report) 2020 submit to
the PPAMCNo. 01- POSD.




PPA TRAINING INSTITUTE
OperationalReports Requiired UnderExisting PPA'Reguilations

' iFrequency 7anid s -
Nameof-Report Deadline-of ‘Purpose ‘Re 'ﬁfﬂg:l?:’?gg ort ‘Remarks
submission equiringiheNep

1. 3-year Manpower
Tralning Plan

‘A MANDATORY 'REPORTS

Every 3 years/
End of June

To consolidate the
training requirements
of CHOs and
schedule the
implementation of
the prioritized

training needs in the

Learning and
Development Plan for
Non-Organic

PPA'MC 41-2006




‘PORT POLICE DEPARTMENT

Cperational Reports Required Under Existing PPA Regulations

1.

OPERATION DIVISION

A. 'MANDATORY REPORTS

Name of Report Frequency/Deadline ‘Purpose Reference(s) ‘Remarks
of Submission
1. Monthly Accomplishment| Monthly / 5 dayof | To monitor and assess ‘PPAMC 14-91 | For compliance by
Report {MAR) the succeeding the activities done by the ali PMOs
a. Programmed ‘month Port Police Divisions in
b. Unprogrammed ‘theirrespective PMOs
¢. ProblemsEncountered
d. SecuritySituation
2. ‘Manthly Inventory of Monthly / 5% dayof | To monitor the statusof | PPAMC 14-91 | For compliance by
PPA-Owned Firearms, “the succeeding each unit, to properiy all PMOs
Ammunition and other month indicate its serviceability
Equipment Report and to determine the
number of ammos an
hand
3. 'Monthly Reporton Monthly / 5* dayof | To monitor and assess PPAMC 1491 | For compliance by
Installed Security the succeeding the status, functionality all PMQOs
Equipment month -and effectiveness of
installed Security
Eqguipment
4. ‘Monthly PPA Vehicie ‘Monthly / 5" dayof | To monitorthemumber | PPAMC14-91 | For compliance by
Pass/Sticker Issuance the succeeding of Permitto Operate- all PMOs
Report month Security Servicesissued
for the month
5. Monthly Performance ‘Wonthly / 5* dayof | To monitor the quality, PPAMC14-91 | For compliance by
Evaluation Reporton the succeeding effectiveness and all PMOs
PPA-Contracted Security | month readiness of contracted
Agency security agency and
security guards in
accordance withthe
Revised Guidelineson
the Procurement of Port
Security Services and
Contract under PPA
‘Memorandum Circular
‘No. 08-2016
6. ‘Monthly Duty Detail ‘Monthly/ 5" dayof | To monitor the.port PPA'MC 14-91 | For compiiance by

Schedule of Port Police
Personneland Security
Guards Deployment
Report

the succeeding
manth

police manning schedule
and to determine if the
existing numbers of $Gs
are sufficient for their
respective ADRs

all PMOs




7. Monthly Inventory of Monthly /5" dayof | Toinventorythe security | PPAMC 14-91 | For compliance by
Firearms, Ammunition, the succeeding equipment whether all PMOs
Security Gears and month complied per
Support Equipment commitmentinthe
Committed by Security contract and o assess
Service Contractors the status of security
-equipment committed by
the security service
) provider
8. Annual Accomplishment | Annually To monitor the annual PPAMC 14-91 | For compliance by
‘Report activities and all PMOs
accomplishmentof PPD
as committed in the
OPCR
B, OPTIONALREPORTS
1. ReportonStowaway Case to case basis To monitor the RA 9208 For compliznce by
incidents implementation of RA RA 10364 all PMOs with
9208 as amended by RA ‘passengerterminal
10364
IC. SEASONALREPORTS
1.  Vesseland Passenger Seasonalin To monitor the numbers | DOTr ‘For compliance by
Traffic Report accordance to DOTr | of vesseland passengers | Directive all PMOs with
directives inthe PMOs ‘passengerterminal
2.  Summary Monitoring Seasonalin DOTr For compliance by
Report accordance to DOTY Directive all PMOs with
directives passengerterminal
2. INTELLIGENCE AND INVESTIGATION DIVISSION
Name of Report Frequency of Purpose Reference{s)/ { Remarks
Submission Authority
‘MANDATORY
1. Monthly Summary of Cases | Monthly/5® | To monitor the status, PPAMC14-91 | For compliance byall
Handled day ofthe compile foreasy reference PMOQOs
succeeding and review all cases filed or
month handied by the PPD
2. IncidentReport Real time To monitor all incidentsthat | PPAMC14-91 | For compliance byall
took place /happenedin PMOs
every PMOs
3. Monthiy Reportof Monthly /5% | To monitor the Intercepted | PPD For compliance by all
Intercepted and Confiscated | day of the and Confiscated tems ‘Memorandum | PMOs
ltems succeeding
month
4. Intelligence Report Weekly/real | To monitor any relevant FPD For compliance by all
time information and to informor | 'Memorandum | PMOs
pass the sameto the top
management as advance
verified intef information
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