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ORGANIZATIONAL AND FUNCTIONAL STRUCTURE OF THE
- NATIONAL SCHOLARSHIP AND STUDENT LOAN CENTER

Bureau Dmrectovs i
Regional Dirvectors ot e o
Chief of Service and Heads of Unmts/Centers
 Schools Superintendents
' Presidents, State Colleges and Unlver51t1es _
" Heads of Prlvate Schools, Colleges and Universities
'”Vocatlonal Schoal Superlntendents/Admlnlstrators

1.v;5-; Consonant with Letter of Invtruetmons No. 1424 creatlng a snngle3
student assistance center and Office Order 'Implementation of Recommenda-
“tions of the Management Improvement Project! dated February 2%, 1984 -
directlngthe merging of the National Scholarship Center (NSC) and the
~National Educational Loan Assistance Centeér (NELAC) into the National

- ‘Scholarship and Student Loan Center (NSSLC), there is hereby defined the
organlzatlnnal ‘and functional structures of the National Scholarship and -
Student Loan Center for 1mmed1ate 1mplementation. o BN :

.2. S The NSSLC shall be headed by one Bxecutlve Dzrector, who shall be
'»charged with the administration and supervision thercof and likewise with
‘the formulation of policies, rules and pegulations velative to various
»progvams and projects on scholarships, study grants and educational loan
‘assistance. The Executive Director shall be assisted by one Assistant
vExecutive Dlrectob who shall oversee the functlons of ‘the Admanlstratlve ,
Staff.

3.'- There is: h@reby created an Ad»Hoc Commlttee to formulate and
recommend palzcias on scholarships and study grants. The Compittee whxch
‘'shall also seyve as an: adv1sory bedy for the Minister, will complement

the Educational Assistance Policy Council (EAPC), the policy- determlning
body on student loan assistance. The Committee shall ‘be chaired by a

- Deputy Minister who, as well as. 1ts mémbers, shall be chOSen and appoanted

é:. by the M;nister.

oo Dlrectly under th? 1mmed1ate supurv1smon of the Executlve Dlrector
is the Program Development and Monltmrlng Staff, to be headed by one Chief
Educational Researcher. The Staff is charged, among others, with the
funations of program, project and plans development; statistical research
studles raportlng system and mat@rlals publlcatlon on: student flnancial -
ass:stance.

LI The 1nterna1 admlnlstratlve operataon shall be the 1mmediata
>vrespon31hi11ty of the Assistant Executive Dipector. The administrative
_activities shall be grouped under six (6) sections, namely: Personnel
‘Section, Accounting Section, Supply and Property Sectlon Budget Section,
Records Sectlen and a Cash Secflon whlch shall be created. Each sectlon o



= 2;':f

'ahall punform the functlon ‘as acccrdlnply deflned by its sectlonal
nomenclature, and shall be staffed in aooordance w1th tha approved
”organlzatmonal stafflnw pattern. :

vis; RN Cash Sectlon is created in view “oF th@ volume of flnancial
- tpansaction and the: need for promnt paympnt of grantees stlpends and
‘.. school account%. ,,"-V : _ . L :

A R The C@nter shall consxst of llne d1v1510ns and corresyondlng »
seetions. Fach division shall be headed by a Chief Bducational Researcher;
and each SECtlon by a Senlor E&uoatlonal ReSéarchér.

g 3,'_ Thu NSSLC a8 hereln res tructured w1th a total force of 105 obEi-

“‘cials and employees is belisved. gufficiently aomplemented for the present{vt-'

otime and capable to effectlvely carry on-its operatlan and functions.

: '39. o “The NSSLC shall act as searetarlat to the Bducat10na1 Ass;stance G o
1{ Pollcy Counc;l. ST e T R
10. » The organnzation structure, stafflng pattern and functlons of thef1 
National Scholarshlp and Student Loan Center are 1nclosed. : - :

11.v- Al prevaous orders and memorandw of th;s OfflCé or a part or
parts. ‘theréof that are inconsistent or in. COnfllct w;th thls Memorandum i
~are hereby repealed or ‘amended ac“ordl*gly \ it o :

}‘_.¢2;'_;: Thls M omandum shwll frkﬂ Lffbct ammedlately.. ,

(SGD ) JAIME C. LAYA
: Mlnistev

;IDCIS.. L
‘ ‘As stated
" References: -
“oMEES: Memorandum‘1No. 163 - 198&
T OfFice Opdap: (l=tnl Pedruary 279 1984)
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14, Statistiecian I

:j 16. Records Officer i

©220 Clerk T

28, Illustrator Tt
oo ou, Statistical A:Lde
25, Driver

i@ Messengep. o
80, Binding Helper

"};33;-Cashxer

(Inclosure No. 2 to MECS Order No. 63, s. 1985)

. NATIONAL SCHOLARSHIP AND STUDENT LOAN CENTER STAFFING PATTERN

‘zjipasifioajﬁ[ S s e e Nanber

Jil..Executmve Dlrector R
2. Assistant Executive DlDPCtOr L
. 8, Chief Educational Researcher
4, Supervising Educational Researcher
5, Senior Educational Researcher
6. Educational Reseapcher II
7. Educational Researcher I gH
. 8y Assistant Educational Researcher [
9, Educational Researcher Aide
10, Budget Officer 1= e
© 1), Accountant I
12, Administrative A551stant II
13, Administrative Ass;stant I :f”

R WR WOH ORI O NP MO MR RHO WG S

15, Bookkeeper: I e

17. Seniov Storekeaper '
18. Senior Personnel Off;cer
~-19. Stenographer -
20, Clerk II

21, Budget Alde

- 26, Duplicating Lqu:pment Operator'gﬁ5

- 28;‘Cler1cal Aide
29 Janitor:

31, Laborer = GRS
: 32.»Acc0unt1ng Clerk III

 v'fTofalinumﬁéﬁﬁbf;positibns s 105
&! One- Supervls1ng Educatlonal Researcher pos;tmon shall be recommended
’-'fer upgrading o Chmef EducatiOnal Researcher pOSlthn : :

2/ ZOne Clerk I p051t10n and one Statlst1c1an 1 pos;tlcn shall be recomwi'ii
-a_imended for reclass;f:cat:on to Acaount;ng Clevk: III posatlon S

vi,vngQOne Statistlclan X posmtlon shall be racommended for reclass;fication
: -’:to Cashler I posit:on.b_ :




(Inclosure No. I

- _anTiO‘NAL SCHOLARGHTP AND STUDENT LOAN CENTER
. FUNCTIONAL ORGANIZATION .

‘f:Executiva Dlrector

'lgiolrects tha mormulatlon of pleulQS, rulea and: regulatmons relatlve
“tothe programs and projects 1nvclv1ng ‘scholarships, study grants
'and aducatlonal 1oah aq51gtanrn for: apprnval by hlpher authorltlea.

‘;;2.:D1rects munmtovs, qup : ’W,s; OVﬂ1umf9b and coordmnate° all
: -'act;vmtles of th‘ vav;cn. davd wmuho G t%e con @r..

fSQ,Plans devalopﬂ and QVQluaLec3

fnolap th Btudy grants; student'
:f'loans and otﬁer edumaizawg'_ SR i

:lmmc.L ssu L>“udf‘0€~2 uwcgram% v

"nl.eh a* i offlc‘as :m the an:l.str‘y
b“w amn;

SL:Coordlnates wlth the devat*ﬂna‘ ADQ1stance Pallcy Counc1l lﬁndlng o
- institutions, Intep-acs sedret and .onrdlnatxng agencies
-:vdeallng on. student ‘ :

;'54 R9ndErS perlddlc and o.h@v reqdlr@d rwports on tha actxvmtles of thaéJ
~ center and makes reocwwmndatlons to mttaxn thp goals and objeutlves‘g
_ of the prbwramw.f_ ' o .

':-:7;;Seeks a331stance from,the foundaLlons forelgn governments and agencles, :
‘1'_j1nternational antltlns and bmdles and octher sources for the. Support of -
1v:any program OF thmlawqhvns, a1 Lﬂy grqnts and educatlonal loan programs.:»

':113;2Represents’ he M 2 in conferences, conventmcns and other sxmalar :
*_;group meetlngs on m_ttero affect;ng flndnblal aSSiStaﬂcaahlp programs.

'QAEInltlates, develops, and/op s dresepvice: tralnlngs workshops
‘and conferences which meal wltn matteﬁ aE ecting the ma:n actlvlties
fof the center.;;;,” S S L

':gldfiPerforms such othpv Quk n@ue"éav to efilvluntly 1mplement the,’f"
S ;Natlonal Scholavthp and udenf ann Programs.:li '

o 1. Partlaipafrs 1n'iaﬂmulatlag and dev loping ﬁollcles, rulés and
et regulatlcns afftct¢nv ihe cunLe : : ;

: 2;.Asslsts the Execut*v% D1v9utuv n JI’.xlpJ»mewt tlon of thn nules,fii’
" pegulations and pO’lwlCa for ths aT\ﬁlnmont or thﬂ goals and .
ob]ectlves of the CﬁEL{r.:‘. S e

o, Pevforms upon de81wna' . the dut and Pespﬁnolbllltles of the_-
& ;fExecutzve Dlromtwr, 4Mv, gyg‘e o :ncea_:>ﬁ’- :

‘I_é;luversaes the funwhloﬂs ct thg AdTJnluufatlve Staff

"-;S;EPerforms suah dut &8 aéfth iLxecn*lve bLFeCLOr may ass;gn.



:-{g.n

. Program Developmehtvénd MOnitarinﬁ Sfaff

.fjl;EDevelops programs projects and plans on student financ1a1
‘»'}a951stance._ : ‘

'f,z,iConducts developmental and statlstlcal resaaﬁch studmes.‘
T,S;;Extrapolateb statlstacal data
i %.%Parmulates pollC1eS rules and regulatlons has@d on statistxcal

- inferences and research studles cOnducted by the varlous
leVlSlons.;" ‘ e : o : : A
: 5,:Mon1tors and evaluates the student flnanc1al assastance brOgrams.,l"

ij.,Develops reportlng system of the center. }f7

"“7.‘Publlshesfmatérlals{on»studentbflnanClal'aS§iSféﬁ¢e. S

-;:Admanistratxve Staff

: ly.A531sts/adv:8es the Dlrector in ‘the development and execution of_,
. the policies relating to personnel management in ‘accordance with

'Civml Service Law, rules and regulatlons and other diractlves o
and 1ssuances. : . G S

'*2;_Imp1ements C;v;l Seerce Commission pol;c;es and d801810n8 o
. regarding personnel transactlon such as recrultment promotlons o
- and transfers.-v ' S

’fag_Prepares appolntments, plantllla of personnel, salary adjustment :
- notices and processes appllcatzons for leaves, tranafars, res:g—»j”
nat;ons, separataons re;nstatements and upgradinQS. :

4, Undertakes a comprehens;ve and balanced personnel program designated
" to raise the level of competence Pfflﬂlency, effectlveness and
‘.morale af perscnnel. : : i B B

::5. Assists in the development and formulatlon 0f performance standards;
- and evaluatlon. e :

L Keeps personnel records of employees 1nclud1ng earned vacation and e

-;31ck leave beneflts.»

":7;1othep pelated matters; o

'f:Budgét'Seéfion'}95'

:jl Plano, prenaras and coordlnatea the Annual Budget Preparataon to ,_
~.include the estimation of the cost required to finance the proposed
- program/activities of the center; preparvation of the analysis and
justification to support budget proposal; and prOVldes a331stance
“to management durlng budget hearings.:" e i

"fﬁ2 Prepares and controls. request for allotments in accordance wlth theii'
approved financlal and work plan. :




3

q

'5

_3_
Preparps speclal budgets as the need ar1ses.;
Prepares and cantrol notxce of Cash Dlsbursement Cmillng '2

Prepares budgatary rEportS keeps and safeguards budgetary:_;;f_i“
recorda.-_;_ :

o
: :fvother r@gulathnS« i

2

-fAccounfllg icéétibﬁ:

Processes vouchers payrolls, purchase orders servace orders and

Certmflea Lo thm avamlablllty of funds before incurrence of obl:gatlons
and examines theiy J\gal;ty, aacuracy of computations and pruper

5'_account m13551f1cat10ns.

3.1

Manntalns ba51c accountlng records and buoks cf accounts to reflect

: accurately the fananc;al condition of the center._ :

':Adunses the erecror on the status of appropvlatlons and allotments
:,dnd other flnanclal matters.; B S L

*aMalntazns Subuldlary recovds Qf accounts payable.

-_Prepares reporfs and other flnanamal statements as may he reqnired
by management and other government agencles. e

,fMakea perlodlc statements af subsmdlary lédger balance.

_:RécordEASectiOn

ll

g

vActs as the recemvxng and ralea51ng unmt of all commun;cat:ons. i

oerves Certlfled coples of records (nanurestrlcted) upon request.

:PerfOrms del;very Sexviaes such as mamllng checks and offlcialv 5
- communications, transmits telegrams radlo messages and other A
-_communlcatlon matermals. _g, : B e T

'Malntalns a systematlc and updatéd fllu and cemollatlon of recards/
l-documpnts. 2 

:'Acts as the cantral custodlan of all records and documents...:

L purSuant to appraved requlsmtlons..

l;

”Supply and Property Sectlon 15

Determznes the nqulpment and supply needs of tha offlce and prepares

- the NSSLC annual equlpment and supply program.

e

Lh

Keeps 1n custoﬂy supplmes/equipment and lssues same from tlme to time

_Prepares serv;cﬁ orders for repanr af Offlc@ equlpmant.

139“5 to the proper utlllzation and use of property, bunldlng and i:.f"'
equipment. : B mi

5.

Submlts per;odlc 1nVentor1es and other requlred reports..



';'Cash Sectlon
:: l Keeps custody of Caah and othnr accauntable forms.:

2;7Keeps control of ihe Cash Dluburqnmant Cewllngb and the cash
o .books for all dlsburSéments. - :

' 3@jPrepares damly report of and keeps record books for NSSLC checks
"'.1SSued and cancalled

"#},Preparas checks for cash advances/payrolls of personnel._

'v?5;~Prapares repert oF dlsbursements for persanal services and Sundry-f o
"'éxpensas deposmts and payment adV1cas. : S i

6 Prepares and paya payrolls and vouchers of personnel ’

_Scholarshlp and Study Grants Dmvismon

& 1;;Takes aharge of all matters dlstinct to the scholarship and study
S grant programs,» '

'2LvPart1c1pate51n fOrmulatlng and develop;ng policies, rules and
j;regulatlons affectlng scholarshlps and study grants. ‘

sy Plans and deVQlops strategles for thie implementation of pcl;cles.
i rules and’ regulat;ons on scholarships and study grants..
. uijOnducts tralnlng prOgrams for coordinators on scholarships and
: -vstUdj grants. e »

:5;;P1ans and conducts research studxes on vcholar&hlp and study granf?f
: '-matters.gt. : S S .

6. Formulates and prescrlbes admxssion cr;terla far applicants to
";;educatmonal aasmstance programs. : o S

'-f7.iEvaluath perfofmance of scholarshlps/study granteas.

8. Procssses awardees’papers and recommends igsuance o‘ allowances S
,*and payment off schoal fees. e e B

Adm1531on and Awards” Sectmon -

Fi 5 Develops anJ formulates guldellnes and tlmetables in the scrennmng :
.and selectmon of appllcants to the scholarship and study gran» programs.;

:,2 Coordlnates thh th@ NETC on matters relatxng to the NS examination. o
Administers thb NS Examlnatlon.

4 DevelOps and prescrlbes program for the processang and seorlng SchblarShlp
tests. i . T e el R

5 Develaps and 1mplements a scheme of scholarshmp/study grant slot dxstri- i
butman._x S e : \ B




;B;fAhaIy zes and 1nterpmetthest~ve5ults and determines qualtfiad
~ applicants. o .

‘-“fVE{Rauommends awardEes ‘naarfaach scholarship and study grant prmgram. :

_’ié;;Evaluates thp scholarshlp andvstudy grant pragram and randens a raport f
'_,a;on.applmcanr$ and awardees‘p>:

iviEvaluatxon and Processing Section

"}1. Recommends the flnancial privileges of scholars/study grantees not
i ;covered by the banking scheme. i o _ : .

":ZLZIssues notlces of payment foﬁ stipaﬂds and payment Df school accounts
o of scholars/grantees covered by the banking schame. ' :

i

':3;?Ccnstructs mastenl;stszo‘ awardees entmtled to payment of allowance.vf-

:Q;fRaV1aws and counteramgns manthly wmthdrawal slmps of scholars/study
' fgrantees. G : S

{S;fActs on querles«of:awardeeslrégarding unpaid stlpenda and school
G iaccounts ef scholars and study grantees. e

‘x":‘\":
)..;

EG.iCOOrdlnates wmth Dartlcmpatlng collages and un;vers;ties regarding
':';late subm1331on of School accaunts of scholars and study grantees._

R

:7.;Coord1nates wmth the apencles 1nvolved 1n payment of these. ”f”

»5Schalarsh1p-8tudy Grant Fund Assessment Section

;Til Pr@cesses and iSSuas sahalarshipistudy grant documents to aw&rdees.

2. Accounts fon scholarshlp and study grant slot.

v.\.v{\, e

"fé;gﬁvaluates mChﬁlaﬁS and grantees perfﬁrmance., .

'liing{Randers conqultammvp'aﬁsastance to the regional schalarship and
:%v=cmordmnat1ng unlt fad - L :

ES;fSyhchranAza actuvntlas of the ROSU of the two autonomous regaans
J:wlth that of the: SSGD‘to aceounting slots.{‘_ . v i

v_is Conducts rasearches on saholarshmp and study grantées.; e

':€:-Student DETVlCGS DiV1olon

Lo Plans, develops and lmp19ments the natxonal gu:dance and counsel;ng e
: program for awardees._;,- - S s T
52 Plans devélcps implements anﬁ evaluates a comprahen51ve and con-VV

“tinuing system of 1nfarmat10n dissamlnataon ‘on educatuonal a531stanee
prOgrams. ; s ,

f}lzgfggmgtzon and Guldance - Caunsel1anSectzon

51. Develops and ampiements‘a\natmenal guidance and couneellng program far}f'
awardees. i R T . PR :



'.:..;.;5.'_'

’; 2; Interviews awardaes dnd assists them in findahg solutions to their
. personal, academlc emotnanal economic problems and other related
: p!‘ﬁbl@mé. SRR B :

'vlé, Plans crganmzes and conducts group guidance and orientat;on activitias
- for awardees in the varlous places all over the country.

’{'u;‘Ccnducts investlgatlono and analyzes cases of awardeas' request for

“ o peconsidevation, extension, shifting, transfar, undarloanxng, dropplng
- of subjects and vec hmnends appropriate act;on. _ v

‘ . o o
'55;3Makes available tO'aLJ.conﬁevned.infOrmation;andfguidahce’serviaé-aSQ.
: naeded GRCRTO A e i S T )

'}gs;:Provades dmrectlon in the career development of graduates when needed5v"

'3;:Careev and Job PlaCemenf %ectlon

L ’1.1P1ans develops anu unlertakes a cantinuing program of 1nformation
: ik;dlssemanatxon on tb& various educational assistance programs._-'*

2, Gathers, consolldq ~§.‘systematizes and makes available agencies
i _concerned data on 3 p;ents of educational assistance.‘. .

g:ia,_COnducta contlnuzné prSearch studies on status and characterist;as -
. of awardees. T i : :

i u;'Establmshes llnkageq thh emplajmehf-agehéiéé3f6rfiobt§lacameht of ‘;{ﬁ
"»-awardee-grantees‘ S . e e R R e e e T

'3eStudent Icans ‘Division

e vAdm1ss1on and Awards Se

"1 Takes charge of all mdtters to the Student Loan Educational Asa:stancé;,
= Prﬁgram.- _ i : :

:.-:2. Particmpates in fo;ﬁ“l*tlng and develop1ng policies, rules and regula-gir?5 
tlons affectlng stud wt 1oanﬂgrants. i : - s \

3 Plans and develops st*ntegles Ffor the lmPlementation of policies. .
rules and regulatiors on student loan educatxonal assistance program.j;

ol COnducts 1nvest1gatlﬁw and vecomménds for appropriate actxon on.
: matters concernlng the student loan grant program. :

" 5, Conducts. tra;nang et pertalnlng to the student loan educat;onal -
assistance prograin. L : : A e

B nvaluates and 1mprovp" the repayment scheme on student loans.j

4
-

L Develops and formula zs-prescribed guxdellnes and timetable far
' screenang andXSelﬁ“‘ nh quallfled loanees._.._. : :

; 2. cQordanates with the nndmg znstltution on matters relatlng ta
: the Study Now Pay Later Plan program.;_;; i : :

 :'3 Evaluates qualaf o ““éﬁﬂf applicants for student 1oans and
recommends approvaifdxuupproval of lOans.b_'




ngevelops and pwescrlbes pragrams;far thq prucassxnp and cheananr
;;of appllcants an the utudy Now Pay Lat@r Plun._ S
f}Devalaps and 1mp¢enﬁnes'a ratlonalizedjSQhemé bf;SNPL?jéléf}::igf :
"f‘jdlstrlbutloﬁn : SR R e

; }Analy ‘es aﬂd dptermlnes Qﬁéiifiéafapﬁliﬁaﬁté.ana;é@ndégsdrgportfﬂ;i=if
'jgjthereof e ""i::yi.?ﬁ'ﬁ'?:'%ﬁ»ﬁ e

E}Evaluutmon and Proces g Section

-ERenders repori to the»Inter~Ageuayvsecratarlat;on‘ihé?perf@pmancé;21

»fAnalyzes, 1ntar3rets and mamplles statlstmcal data on,loan
_ga331stance of gnantaes.f.pri_ i o . : A

;Evaluates thm parfbrmanch of grantees to determmne 1oan contmnuance.>3
fﬁdlsContlnuance or suspans;on of lman grant B

;fﬂamntalns an uPdat$d accountlng of SlOtn ihféveryépﬁéjeétupf:tﬁéf?ff?;:
?{SNPLP St ;' L b s

1§Synchmonizes thw act1v1tlas of SNPLP wath the.fivéi1§ﬁdiﬁgiinstifutiﬁﬁs
;fOn Student Loans : : L R e

.jPlans and conducte resaarch studlas on stuﬂent 1oan matfbrs‘éf1};;i£~‘

 ‘*€;?Educat1ona1 Loan Fuﬁd ASSassment Sactlon

-

";Malntalns up»tmwdote staf
e and dlaﬂbl@ﬁ JOan@eB »

;;Tabulates and. analjzaststatlstlcal dataiohﬁrépaymentﬁmadé_ﬁytthéf_iftvl"
?jStudy Now Play Latnr Plan gz«anteesw O e e

Establlsh&a lmnkages W1th the vovernmunt nd prxvate emnloymn; agancies;izi
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