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ODAEO Office of the Deputy Administrator for Engineering and Operations  
OPCR Office Performance Commitment and Review 
OSDA Office of the Senior Deputy Administrator 
PAIS Public Affairs Information Staff 
PD Presidential Decree 
PMO Project Management Office 
PO Purchase Order 
POW Program of Work 
PPD-ED Project Planning Division-Engineering Department 
PPD-AD Procurement and Property Division-Administrative Department 
PPE Property, Plant and Equipment 
PPMP Project Procurement Management Plan 
PSB Personnel Selection Board 
QMR Quality Management Representative 
QMS Quality Management System 
RA Republic Act 
RIS Requisition and Issue Slip 
RO Regional Office 
SMD Systems Management Division  
SPMS Strategic Performance Management System 
SUCs State Universities and Colleges 
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1.5 ISO Core Team 
 
The ISO Core Team is composed of key officials and staff from different NIA offices which 
supervises the implementation of NIA QMS. 

 
Figure 1-2. ISO Core Team Structure 
 
1.5.1 Roles and Responsibilities  
 
The specific roles and responsibilities that each team fulfills are as follows: 
 
Top Management  
 
The Top Management shall lead the establishment implementation, and monitoring of the 
QMS; ensure effectiveness of the QMS through risk- based thinking; establish and 
communicate quality policy; ensure that quality objectives are established; communicate 
the importance of meeting customer requirements; determine and provide necessary 
resources and ensure that they are adequately available; ensure quality work 
environment for the employees in the organization; and conduct Management Review 
meetings. 

Planning Team  

Internal 
Quality Audit 

Team 

Administrator  

Quality Management 
Representative (QMR)  

Deputy QMR 

TOP MANAGEMENT 

ISO 
Secretariat  

Documented 
Information 

Team 

Quality 
Workplace 

Team 

Training and 
Education 

Team 

Knowledge 
Management 

Team 

Risk 
Management 

Team 











  

National Irrigation Administration 
 

QUALITY MANAGEMENT SYSTEM MANUAL 

Document Code : NIA-QMS-2016-0001 
Revision : 2 
Issue Date : March 12, 2018 

Page(s) : 11 of 30 
 

2.7 Organizational Structure  
 

 
Figure 2-1. NIA Organizational Chart   
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In light of this central theme, the Project Planning process is comprised of six (6) activities 
which include Project Identification, Project Investigation/Validation, Project Design 
Studies, Plan Formulation, Feasibility Report and Project Authorization. 
 
Reference: Engineering Department Operations Manual/ NIA-EOS-ENG-OPM-007 
 
Project Detailed Engineering Design  
 
The design processes of an irrigation project starts from preparation of conceptual 
designs during the preliminary investigation and determination of feasibility of the 
project. The preliminary designed irrigation facilities shall be translated into efficient 
water use and areas to be irrigated to come up with the design of the required irrigation 
projects/facilities.  
 
The basic objective of facility design is to produce adequate irrigation and drainage 
related infrastructure that will meet the needs of the project at minimum cost with due 
consideration for economical operation and maintenance.  All these facilities shall comply 
with hydraulic and structural design requirements. 
 
After the Detailed Engineering Design for an irrigation project is approved this is ready 
for the preparation of the corresponding Program of Works (POW), Project Procurement 
Management Plan (PPMP), Annual Procurement Plan (APP) and after approval of same, 
procurement process and implementation shall follow.  
 
Reference: Engineering Department Operations Manual/ NIA-EOS-ENG-OPM-007 
 
3.2.2 Project Construction  
 
Construction management is a diverse discipline wherein the ultimate objective is to 
implement and complete the project without any constraint. It provides importance for 
optimum utilization of resources. The ideal construction management framework, there 
should be a clear roadmap in Construction Planning and Scheduling, Contract 
Administration and Project Evaluation and Monitoring. The Implementing Rules and 
Regulations of RA 9184, Commission on Audit (COA) and Office policies and Foreign 
Financing Procurement guidelines are used by the Construction Management Division in 
performing their functions. 
 
Reference: Engineering Department Operations Manual/ NIA-EOS-ENG-OPM-007 
 

3.2.3 National Irrigation System (NIS) Operation & Maintenance (O&M)  
 
The Operation and Maintenance (O&M) of NIS monitored in the central office by the 
Systems Management Division (SMD) under the supervision of the Operations 
Department (OD) and carried out through the Regional Offices down to the Irrigation 
Systems guided by the following objectives to its level: 
 















  

National Irrigation Administration 
 

QUALITY MANAGEMENT SYSTEM MANUAL 

Document Code : NIA-QMS-2016-0001 
Revision : 2 
Issue Date : March 12, 2018 

Page(s) : 30 of 30 
 

4. APPROVAL 
 

 





poj
Text Box
ANNEX A







  
National Irrigation Administration 

 
MAINTENANCE OF DOCUMENTED INFORMATION 

  

Document Code : NIA-QPR-2016-0001 

Revision : 2 

Issue Date : March 19, 2018 

Page(s) : 4 of 13 

 
6.1 Creation/ Revision / Amendment  of Documented Information  

6.1.1 The originator/process owner identifies activities that require documentation 
within their area of operation. This may occur due to the needs of the 
Department as part of the audit process or as part of the corrective and 
preventive action process. 

 
6.1.2 Upon completion of the draft, the originator prepares a cover memorandum 

and endorses the same to the reviewing and approving authorities, as outlined 
under Document Authorization Matrix (Table 1). 

 
Table 1. Document Authorization Matrix  

Document Originator Review Approval 
I. Quality Documents 
 
a. Quality Manual 
 
 
 
 
b. Quality Procedures 
 

 
 
QMS Core 
Team Head 
 
 
 
QMS Core 
Team 
 

 
 
Overall Quality 
Management 
Representative 
(QMR) 
 
Deputy QMR 

 
 
Administrator  
 
 
 
 
Overall QMR 

II. Agency-wide Office  
Documents 

Concerned 
O/D/D  

Functional 
Group Head or 
Heads of O/D/D 

Administrator or 
duly Designated 
Officials 
 

III. O/D/D Internal 
Documents 

Concerned 
process 
owners 

Department 
Manager and 
Division 
Manager 

 

 
6.1.3 All Quality Documents and O/D/D Internal Document start at Revision 0. The 

types of revision are classified into two the major revision which is identified 
as substantive in nature and minor revision which is identified as typographical 
errors. Whenever there is a major revision to these documents, the revision 
number is advanced by one. However, the version number followed by a 
second sequential number (e.g. 0.1) notes minor revisions. The minor 
revisions in the Quality Document and O/D/D Internal Documents are shown 
in bold and underlined fonts (as this example)  to give a visual indication of 
the revisions. 

  
6.2 Review and Approval of Documented Information  
 

6.2.1 The reviewing authorities review the draft in accordance with pertinent rules, 
and circulate it for additional inputs as necessary, until the same is approved. 

6.2.2 Once the document is approved, the Originator/Process owner accomplishes 
the Document Change Notice. 



  
National Irrigation Administration 

 
MAINTENANCE OF DOCUMENTED INFORMATION 

  

Document Code : NIA-QPR-2016-0001 

Revision : 2 

Issue Date : March 19, 2018 

Page(s) : 5 of 13 

 
6.3 Registration and Distribution of Documented Information  

6.3.1 The approved documented information are transmitted to the DC, along with 
the accomplished DCN, for registration and distribution. 

 
 The approved documents such as the Memorandum Circular (MC), Office 

Circular (OC) and Office Memorandum (OM) are transmitted to the designated 
UDC of Internal Audit Services (IAS) for numbering. The numbered document 
is forwarded to Records Section for distribution.  

 
On the other hand, the approved O/D/D Internal Documents are transmitted 
to the designated UDC of the O/D/D concerned. 

 
6.3.2 Upon receipt, the DC assigns a new unique identification number. 
 
6.3.3 Coding for Quality Documents is as follows: 

 
XXX-XXX-YYYY-000X 

  
         Number Series 
         Year   
                                                       Name of Document 
                                                                                                                                                   Name of Organization  
 

 
Ex. NIA-QPR-2016-0001 for Quality Procedure                                                                                                                                                    
Ex. NIA-QMS-2016-0001 for Quality Manual 

 
6.3.4 Coding for the QMS forms is as follows: 

 
                                           NIA-(O/D/D Name) -XXX-Form0X Rev.0X 

 
                                                                                                                 Revision Number 
              Form Number 
             Document type 
             Name of Office/Dept./Division
                                                                          Name of Organization 
 

Ex. NIA-AFS-ADM-HRD-INT-Form12 Rev.00 for Certificate of Appearance 
 
6.3.5 External forms are recorded on the Master List of Internal1/External 2 Forms  
      and will no longer be coded. 
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Republika ng Piiipinas 

( P a m b a n s a n g P a n g a s i w a a n ng Patubig) 

Lungsod ng Quezon 

Office Address: National Government Center 
EDSA, Diliman, Quezon City, Philippines 

Telephone Nos.: (02) 929-6071 to 78 
Website: www.nia.gov.ph 

Telefax No. (632.) 928-9342 
TIN No. 000-916^15 

June 1,2018 

MCNO.£c_s . 2018 

MEMORANDUM CIRCULAR 

TO : T H E SENIOR D E P U T Y ADMINISTRATOR/ DEPUTY ADMINISTRATORS/ 
DEPARTMENT MANAGERS/AND OTHER CONCERNED PERSONNEL 

FROM : T H E ADMINISTRATOR 
Th i s Agency 

SUBJECT : GUIDELINES IN T H E FORMULATION, REVIEW, AND EVALUATION OF 
RISKS AND OPPORTUNITIES REGISTRY 

The Risk Management Team is tasked to ensure that established r isk controls and related 

activities and informat ion are maintained and retained, effectively and efficiently used, 

and consistently implemented, planned, and coordinated. In line w i t h this, each div is ion 

and department covered by the scope of the qual i ty management system (QMS] of the 

agency shall have their respective Risks Registry and Opportunit ies Registr}^ (ROR). The 

template for the two [2] Registries may be downloaded f rom the Document Master List 

and is also attached herewith (See Annex A}. 

Guidelines for assessing the probabi l i ty and impact of ident i f ied risks and opportuni t ies: 

Table 1. CRITERIA FOR IMPACT ~ " ~ 

1 Category Rate : Risk Opportunity 

Insignificant 1 1 No customer complaint or no 
impact 

No perceived value for improvement 
and sustainability 

Minor 2 Minor customer complaint, i Pursuing the opportunity wi l l 
noticeable or minor effect j slightly improve Quality 

1 Management System (QMS) and 
j sustainability 

Significant 3 Customer complaints result to claim, | Pursuing the opportunity wi l l 
moderate impact considerably improve QMS 

Major 4 Major impact (catastrophic, recall, 
fatality, costly compensation, legal 
action], alternatives available 

Pursuing the opportunity wi l l highly 
improve QMS 

j 
i L 
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Catastrophic 5 Major impact (catastrophic, recall, 
fatality, costly compensation, legal 
action), no alternatives available 

Pursuing the opportunity wi l l greatly 
improve QMS 

Table 2. CRITERIA FOR PROBABILITY 

Category Rate Risk Opportunity 

Rare 1 Not known to happen No chance of success within the next 
twelve (12) months 

Unlikely 2 Occurrence of once (1} a year 1-25% of success within the next 
twelve (12) months 

Possible 3 Known to happen, occurrence of 
once (1) per quarter 

26-50% of success within the next 
twelve (12] months 

Likely 4 Very likely to happen, occurrence of 
more than once (1) per quarter 

51-75% of success within the next 
twelve (12) months 

Certain 

-

5 Highly likely to happen, occurrence of 
once (1) per month 

Greater than 75% success within 
the next twelve (12) months 

Table 3. RISKS AND OPPORTUNITIES RATINGS MATRIX 

Category 
Impact 

Category 
Insignificant Minor Significant Major Catastrophic 

Rare 1 2 3 4 5 

Unlikely 2 4 6 8 10 

a 
JD 

Possible 3 6 9 12 15 

Dm 
Likely 4 8 12 16 20 

Certain 5 10 15 20 25 

Table 4. CRITERIA FOR ACTION 

Rating Assessment 
Management's Decision 

Rating Assessment 
Risk Opportunity 

1-4 Low No action required No action required 

5-9 Medium More frequent monitoring of 
performance or complaints 

May consider pursuing the 
opportunity 

10-25 High Take immediate action to 
eliminate the risk 

Pursue the opportunity 

Guidelines on f i l l ing in the ROR: 

1. In rat ing the impact and probabi l i ty of the risks and opportunit ies identi f ied, you 

may refer to Tables 1 and 2, respectively. 

2. After mul t ip ly ing the impact and probabi l i ty rat ing. Tables 3 and 4 may be used to 

assess the risks and opportuni t ies, whether i t is low, medium, or high. 
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3. The color code as shown above shall be used (Low-Green, Medium-Orange, and 

High-Red). 

4. The "Status" column refers to the status of the "Action to Prevent Cause/s" column 

(e.g. "On-going", "To be implemented", or "Monitor ing") 

5. Do not leave any part of the Registries blank. Instead, pu t N/A. 

6. The "Risks and Opportunit ies Registry" shall be annexed to the Operations and 

Desk Manuals of each office. The Operations Manual of each department shall 

include the Registries of all Divisions under the part icular department. The Desk 

Manual of each division shall include the consolidated risks and opportuni t ies 

identif ied by its sections. 

7. The ROR shall have (3) signatories - the preparer, reviewer, and approver. 

8. The respective Registries of each division shall be updated quar ter ly . The Risks 

Management Team shall call for the quarter ly meetings to ascertain the status of 

various risks and opportuni t ies that have been ident i f ied in the previous quarter. 

GEN R] 

0{,- CI" Date: 
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[Department or Division] 
RISKS REGISTRY 

No. Process Risk Cause/s Impact 
Probabi 

Uty 

Risk 
Assess 
ment 

Risk 

Response 

(Plan A) 

Contingen 

cy 
(Plan B) 

Risk 

Owner 

Action to 

Prevent 

Cause/s 

Documen 
ted Info 

Alternate 

Action to 

Prevent 

Cause/s 

Documen 
ted Info 

Status 

Prepared by: 
[Signature over printed name] 

[Designation] 
Date: 

Reviewed by: 
[Signature over printed name] 

[Designation] 
Date: 

Approved by: 
[Signature over printed name] 

[Designation] 
Date: 

NIA-QPR-Fonv11 Rev.00 Page 1 of 1 



[Department or Division) 
OPPORTUNITIES REGISTRY 

No. Process Opportunity Cause/s Impact 
Probabi 

lity 

Opport 
unity 

Assess 
ment 

Opportunity 
Response 
(Plan A) 

Contingen 

cy 
(P lanB) 

Opport 
unity 

Owner 

Action to 
Prevent 
Cause/s 

Documen 
ted Info 

Alternate 
Action to 
Prevent 
Cause/s 

Documen 
ted Info 

Status 

Prepared by: 
[Signature over printed name) 

[Designation) 
Date: 

Reviewed by: 
[Signature over printed name) 

[Designation) 
Date: 

Approved by: 
[Signature over printed name) 

[Designation) 
Date: 

QPR-Form12 Rev.00 Page 1 of 1 
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