










lll. Mission

To enhance the capabilities of PNCC in the tollroad businees and properg
investment to ensure finanoial re@very.

lV. Quality Pollcy

The PHILIPPINE NATIONAL CONSTRUCTION CORPORATION is committed to
ptovide excellent seMes in the toll road businoss, rea$ management and
manpo$rer servie to the full satisfadion of all its stakeholders.

To achieve this, the company shall comply with all applicable requirements of an
efiective and efficient QMS and ensure its continual improvement.

The Company's Quality Policry has the full suppoft and commitment of the
Management and the Board of Directors.

All employees are required to understand, implement and maintain the elements of
the QMS in relation to their funciions in the company.

This Quality Policy shall be communir:ated and made readily anilabb to all relevant
interested parties.
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LIST OF SERVICES

Head Orffice - Bicutan

External Sewices

Page 5

1. Receiving and Processing of Communications

2. lssuance of Certificab of Employment, other
Ceditication & Employment Record

3. Filing of Complaints
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Head Office - Bicutan
External Services
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1. Receiving and Processing of Communications

PNCC will receive communications from Monday to ThuMay, 7:am to 5:00 pm,
except on non-working holidays. Maximum duration of process is 3 working days.

DNumant
Controller
Document

Control Center
(DCC)

Document Control Center
Sim
G2C - Government to Citizen
Ail

None

CLIENT STEPS AGENCY ACTIONS FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.1 Submits
request, query
and other
communication

1.1.1 Receives and
records the
communication
and forwards it to
the concemed
office

10 minutes

1.1.2 Records and
refe6 the
@mmunication to
the appropriate
and concemed
personnel

Note: lf the received
communication refers
to request of
information, follow tre
PNCC FOI Standard
Procedure.

None 10 minutes Document
C-antrdler

DCC

1 .1.3 Evaluales the
communication,
reviews the
related
documents,
prepares
necessary
recommendations
or actions on the
matter and submit

None 3 days ftom
receipt

Division Head
and Concemed

Personnel
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the same to $e
Office of the
President and
cEo (oP)

1 .1 .4 Sisns the reply None 30 minutes Prcsident &CEa
1 .1.5 Forwards he

signed reply to the
DCC for recordino

None

1 day upon
reeipt from

the OP
1.'1.6 Delivery to and

receipt of
receiving party

None

1.2 Receives reply
TOTAL: 4 days, 50

minutes

Document
Contmlbr

DCC

2. lssuance of Certificate of Employment, other Certification &
Employment Record

This service can be availed from Monday to ThuMay, 7:am to 5:00 pm, except on
non-working holuays. Maximum duration of process is 3 working days.

Human Resource Division
Sim le
G2C - Govemment to Citizen

,, 's:r;wflrylqlfq
Former em of PNCC

Accomplished request form Human Resource Division (HRD)
Authorization Letter (from the former employee if not able to
come personally)

lf request is for deceased iormer employee, death certificate
of employee and proof of relation with the deceased

Valid lD of the requesting perBon

CLIENT STEPS AGENCYACTIONS FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

2.1 Accomplish
and submit
request slip

2.1.'l Receives the duly
filled out request stip
and requirements
then forwards to the
authorized

nel

None 10 minutes Personnel Staff
HRD
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2.1.2 Checks the rscord of
the requesting
person to prcpare
the ertification /
em record

None 1 day Personnel
Supervisor

HRD

2.1.3 Receives the
certification/employ
ment record for
signahtre

None 30 minutes HRD Head

2.1.4 Forwads the sQned
Employment
Certificate for
releasing

None Personnel
Superuisor

HRD

2.2 Receives
the
Employment
Certificate

TOTAL: 1 day,40
minutes

3. Filing of Complaint

lf you are not satisfied with our service you may file your complaint from Monday to
Thursday, 7:am to 5:00 pm, except on non-wo*ing holidays. Maximum duration of
procesE is 15 working days.

Human Resource Division
Com lex
G2C - Government to Citizen
Ail

Accomplished feedback or complaint form Security Office
Photocopy of govemment-issued lD of the Complainant

CLIENT STEPS AGENCYACTIONS FEES TO
BE PAID

PROCESSING
TIi'E

PERSON
RESPONSIBLE

3.1 Accomplish
and submit
FeedbacUC
omplaint
Form

3.1.1 Receirres the duly
filled out
Feedback/Complaint
Form

None 10 minutes

Security Otrrcer
HRD

6



3.1.2 Followthe
Complaint Handling
Procedure

None 15 days

3.2 Receives
reply

3.2.1 Release the repty to
the laint filed

None

TOTAL: 15 days, 10
minutes

How to send ieedbacUcomplaints

complaints are processedHow feedbacksy' Every ThuMay, the Securig Ofiicer together
with designated HR personnel opens lhe drop
box and compiles and records all feedback
submitt€d.

FeedbacUComplaint requiring ansrirerc are
forwarded to the concemed offices and they are
requied to answer within three (3) rrtorking days
from reoeipt of the bedback.

NOTE : A working day is any day other than
Frilay, Saturday, Sunday or a day which is
declared a national public holUay in the
Philippines. ln compuling for the period, Article
'13 of the New Civil Code shall be observed.

The date of receipt of the complaint will be
either:
a. The day on which the complaint is

physically liled with the Offtce of the
Preeident (OP), or electronically delivered
to OP
address

ruth the comofficia emapany
oI

Fill out the Feedback Form / Complaint Form
and drop it at the designated drop box located at
the PNCC Bicutan Ofrice

You may email your Eedbacldcomplaint to
pncc@oncc.oh or send letter to PNCC Complex,
Km. 15 East Service Road, Bicr.rtan, Paranaque
City,1700

Contact info: 8846-3045 loc.230

9



has requested the complainant fur
more detaile or attachment, the date on
which the necessary detaib is received.

An exception to this will be where the complaint
has been emailed to an absent employee, and
this has generated an'out ofofiice" me$sage
with instructions on how to redirect the
message to another contac-t. \Mere this is the
case, th€ date of receipt will be the day the
complaint anives in the inbox of the contact.

Should PNCC require further details or
information Egarding the complaint, then the
15 working days will commenoe the day after it
receirres the rcquired details or information
from the complainant. lf no required details or
information is received tom the complainant
after sixty (60) calendar days, the complaint
shall be tiled as'Unprocessed comphinf.

All comphinUs which require fur0rer details or
information shall be temporarily filed as
"Pending Complaints'.

b. tf PNcc
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Approved :

Date :

Liat of Offices
PNCG Head Office

PNCC Complex, Km t5 Eaet Service Road,
Bicutan, Paranaque City

P & EO

0 7 JAN m20

Ofiice of the Chairman 822-5725 (Dhect Line)
884G1395 (Facsimile)
8846€045 loc. 116 103 104

Office of the President 884&0209, 8846-2655
8821{160 (Facsimile)
8846-3045loc. 108

anagement lnformation System
ivision

M
D

884&3045|oc. 110, 117

Treasury Division

884e3045\ac.112 122 226
8846-2303

uman Resoure Division

Personnel Services
Clinic
Security Offce
General Services

H

Office of the Head 88,46-0741
884&0591 (Facsimile)
884G3045 loc. 124, 109, 129
884G3045 loc. 115
884S3045|oc. 230
884S3045 loc. 121 127

s Management DivisionMaterial 88'16{546 (Direct Line)
8846-1413 (Facsimile)
884&3045 loc. 125 126 220

Corpomte Legal Division 884S.2906 (Direc.t Line)
8846-1 196 (Facsimile)
884G3045 loc. 1 19 132

Rea nt DivbionMan 8&4G3O45loc.
orporate Controllership Divisionc 884&1072 (Direct Line)

884&.3045|oc. 123 225218 224
Business Deve ment Division 884G3045 loc. 131
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oeument tto CTD-O-0i 05/19

ooodm€nrowre. cRrsry ir. MEDTAvTL(\&y"!rr{1
U LI

ident & CEO

PNCC
frU COLLECTION FLOWCHART

CORPORATE TREASURY DIVISION
Page 1 ol2 I

Res ble Personnel / Office

Head of Treasury DivisionDisbunsement Clerk Corporate controllership
Division

PROCESS Collection Clerk

Follow-up status of
payment with client

(ex. SOMCO)

NoPayment
available?

Releases PDC from
safekeeping

A

(Toll Revenue, Property Rental,

JV Dividends, Manpower SeNice lncome)

Note :

For collection through
issuance of Official Receipts
for the following: unclaimed
Payroll, excess of Cash
Advance, payment tcr
Certafi cation of Employment,
Bid documents, etc. refer to

COLLECTION

Collects payment
(on-site/oftsite)

lssues Official Receipt
1. White Copy- Client
2. Retains Yellow & Blue

copy

Yes

ililililtflilililililililill lli

tl rrft
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rB-8t
Ertroctivity:

Ddtuher No, CTD-O-03 05/19 I
ffEr*"Ddmenr owm. CRISTY M. MEDIAVILLO lhilt,lk9.,

U LI
dent & CEO

VC
r^[

AT cNAN VB

PNCC
Aq? PAYROLL

PROCESS FLOWCHART
CORPORATE TREASURY DIVISION Page I of 3 I

Res nsible Personnel / Office
Head TreasuDivisionCo te ControllershiPROCESS Disbursi Officer

Prccessed Fund
TransEr Advice with

attaahed CV

1. CONFIDENTIAL PAYROLL
Receives the approved

Check Voucher and
Fund TransEr Advice

every 1* and 2"d half of
the month

Preents to LBP Bicutan
Branch the Fund Transfer

Advice with attached
Payroll Register for

proc€sging

Receives lhe prccessed
Fund Transfer Advice

together with the CV from
LBP Bidnan Branch

END

2. R&F, SUPERVISORY PAYROLL Receives the approv6d cv,
payroll reglster. payslip

stub and the checf of R,/F &
Sup€rvisory employoes for

the 'lsh & 30th selary
crediting

ililt]fr 1 tiltilili|lililil] ililil|lll
DCC lrASTtR COPY

PNcc Form DCC-@ 05/19
Rev No. O
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v
Etrsclivlly:

Dd,mdr No: GTD.O-o2 05/19

DCW*T OWII€': CRISTY M. MEDIAVILL
ent & cEo/ IB GRAMATA

DF FAMINIA

SPage 1 of 6

PNCCAq7 CHECK DISBURSEMENT
PROGESS FLOWCHART

CORPORATE TREASURY DIVISION

nsible PerBonnel / OfficeRes

President & CEO
Head HRDTreasu & Head

Check SignatoriesCorporate Controllership
DivisionBookkeeperPROCESS Disbursing Officer

1. CHECK PREPARATION

*Required attachment o, CV

1.'l For Payment of
Purchases:
1.1.1 Sales lnvoice
'l.'1.2 Purchase Order
'l -1.3 Abstract of Bids

1.2 For Payroll of Contractual,
R/F and Supervisory:
1.2.1 Payroll Register

1.3 For Confderfial Payroll:
1.3.1 Fund transfer

1.4 For Cash Advance >P3K
1.4.1 Request /

Justific€tio n
1.5 For replenishment of

Petty Cash Fund:
'1.5.1 Petty Cash Fund

RepoIt
1.5.2 CA Slips
1.5.3 Statement of

Expenses
1.5.4 Omcial Receipts
1.5.5 Other

supplemental
documents

Note:
For iiem '1.3, check will not be
prepared, fund transfer for
signature of Head, Treasury
and President & CEO. Refer
to Payroll Process Flowchart.

Receives from CCD the
duly filled out Check

Vouchef (CV)

Assigns control numbet
in the CV' bas€d on
Check Logbook h8t
entry with the fomat:

MM.ggS.YY

Prepares lhe check
based on the debib of

lhe CV'and gtampo 'for
payee's account only',

as applicable

lndicates check number in

the CV' and recods the fi.
details in the Check

Logbook date, particulaas,
check # and amount

FoNards the check wilh
attachments lo the

signatories
(Refer to Reviged Signing

Authorities Manual)

l|l[[|,r[[lilwJ#[urrl

PNCCFom DCC-@0 19
Rev No. 0
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