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Administration and Human Resource Department
OPERATING POLICY and PROCEDURE

Number 02-0801 :

POLICY GUIDELINES ON COMEPAMY -FLNDE R TIRAININGS 8 SEMINARS
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DECLARATION OF POLICY

The work polgntial of amployees as a fesource of the company
shall be enhanced through training opportunities when the need (o
harness the potential is clearly established.

PURPOSE and SCOPE
This Operating ‘.'l‘ii"culic:y and Procedure (OPP) prescribes the

proper implgmentation of trainings/seminars funded by the Gompany in

the Board-approved budget for tha year.

DEFINITION OF TERMS

- PSMBFI Fund (s) — sume or amount of money appropriated and

authorized for expenditure in the line item Budget of PEGMBFI for a
given fiscal year. '

Training/seminar - spacific curriculum  designed (o develop
company needed capabilities, skills and expertise.

- Travel Order - a dogument that authorizes an employee (o move

from his/her stalion toa perticular destination in connection with &

spacific activity inclusive.of the funds necessary.

- Deed of Undertaking ~ a contract between an employee and the
Company.  This contract binds the concerned employes to a certain
obligation to the Compeny as a result of his availment of sgid
seminar/training activity.

PROCEDURES

The following procedures shall govern the implementation of

Company-funded seminars :

1. Not later than the end of January every calondar year, all
Department Managers in coordination  with - Human  Resource
Section (HRS), Administration and. Human Resourcea Department
shall review their respactive tahulated skills invenlory agalnst the
updaled job skille requirerment of the Department.  Deficlancies in
tha skills inventory as compearad to skills requirement shall
thereafter become the basis Tor the Departments Incoming CY
Training Program and. Budgel.
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HRS ghall recapitulate the wantad skills as a basis for schaduling
in-house or off-house fraining o produce/acqulre the same.

3. In-house training schedules or off-house  seminars  shall  be
disseminatad to all Departments for thelr informaltion.
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8. Upon approval of the Travel Order Wwilh it
Deed of Undeartakiny, voucher rapregent
seminar.plus daily. allowance is pre pared a
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