








Annex A

  EXPLANATORY NOTES                         
Maintenance and Other Operating Expenses

Traveling Expenses includes expenses incurred in the movement/transport of government officers and employees within the country.  This includes transportation,  travel per diems,  ferriage,  and all other related expenses.  

Communication Expenses are expenses for transmitting messages through  telephone lines, telegraph, mails and faxes. This also includes cost of internet services, cable and radio services.


Repair and Maintenance. Cost of repair and maintenance of buildings and structures, office equipment, IT equipment, motor vehicles, furniture and fixtures and other property, plant and equipment.   

Transportation Services cost of transporting government inventory,  property and equipment.

Supplies and Materials includes the cost of all expendable commodities acquired or ordered for immediate use in connection with government operation, such as office supplies, accountable forms, medical, dental and laboratory supplies, fuel, oil and lubricants, textbooks and instructional materials, chemical materials, and small tangible items like staple wire remover, puncher, stapler, etc. 


Utility Expenses refers to the cost of water and electricity consumed in government operations/projects.

Training and Scholarship Expenses includes expenses incurred in participation/attendance of faculty/personnel to training and seminar/workshops and scholarship grant in the pursuit of further learning/study.


Extraordinary and Miscellaneous Expenses includes but shall not be limited to expenses incurred for or during meetings, seminars, and conferences, official entertainment of the official or through his authorized representative, public relations, educational, athletic and cultural activities, contributions to civic or charitable institutions. (For the President’s use only)

Taxes, Insurance Premium and other Fees includes taxes, licenses and other fees due to regulatory agencies,  premium on fidelity bond of accountable officers and premium for the insurable risks of government property.

Professional Services.  For legal services rendered by government lawyers deputized to represent government in court as special counsel.
General Services. Cost of Janitorial and Security Services contracted by the University.
Other MOOE includes the cost of other services which are not otherwise classified under other accounts.  Example:

· Advertising expenses – cost of advertisement in newspapers, magazines, television, radio and other forms of media. 
· Printing and Publication Expenses – expenses for the printing, binding of manuscripts, documents in government operations and projects.
· Representation and Transportation Expenses. Expenses for official meetings/conferences and entertainments and transportation allowance of authorized officials in the actual performance of their function. (For officials with authorized RATA only). 
· Rents cost of rental/lease of land, buildings, facilities, equipment, vehicles and the like.  Example:  venue of commencement exercises.
                                                                                                                                                                                                                     ANNEX B

SPECIFIC GUIDELINES IN THE DETERMINATION OF EQUIPMENT OF COLLEGES/DEPARTMENTS/OFFICES AND BRANCHES
1. Equipment directly needed in the performance of line functions shall be given priority over items intended for administrative and support activities.

2. The repair and rehabilitation of existing equipment shall be considered as an alternative to the purchase of new items.

3. The optimum utilization of existing equipment shall be a precondition for the purchase of additional ones.  The policy of sharing equipment like copying machines, audio visual and other similar types shall be adopted.

4. Requests to replace non-serviceable equipment considered extremely necessary shall also be given priority over the purchase of additional items.

