NATIONAL ADMINISTRATIVE REGISTER - MARCH 22, 1993

GUIDELINES AND PROCEDURESIN AUTOMATED MAIL HANDLING
STARTING MAY 17, 1993

PPC CIRCULAR NO. 93-10, March 22, 1993

Read online (full-text search, related cases, audio case brief): https://batas.org/library/158fladb32c4/

I

Pre-Sorting of Mails According to

Geographical Sorting Centers

All distribution centers/post offices nationwide should pre-sort, face, label, and bundle all mails according to
geographical sorting centers. There are five (5) sorting selections as listed below, with their respective areas of
responsibility:

A. Makati Geographica Sorting Center (MGSC);

Makati Taguig Muntinlupa
Parafiague Pateros
Las Pifias Pasay City

B. Quezon City Geographica Sorting Center (QCGSC);

Mandaluyong Pasig Quezon City*
Marikina San Juan
Kalookan North and South**

C. Airmail Distribution Center (ADC), which;
C.1 sorts and dispatches domestic airmails,
C.2 sortsincoming international or foreign mails for Regions 5 to 12 and airmail points of Regions 1 to 3, and
C.3 sorts outgoing international and domestic mails.
NOTE: Asagenera rule, all incoming airmails for domestic non-airmail points shall transit at ADC.
D. Manila Geographical Sorting Center (Mla GSC), which
D.1 sorts and dispatches mails to the following area:
Manila only

E. Domestic Surface Mail Distribution Center (DSMDC), which sorts and dispatches mails to Region 4 and
non-airmail points of Regions 1to 3, and 5to 12.

I

Incoming L etters to a Geographical

Sorting Center

A. Mails destined to places under a particular geographical sorting center follow some procedures. These are as
follows (See Annex A* for a chart showing these procedures):
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A.1 Mechanized Sorting Centers (Quezon City, ADC and Makati)
1. De-bagging - Mailswill be removed from the bags.

2. Indexing/coding - Index/code al mails with the PIA or PIB coding desks, according to their ZIP Codes,
which should be written as part of the destination address of the letters. A bar code will then appear at the
lower right portion of the envelope.

3. Sorting - Feed the bar-coded mails to the sorting machine for sorting according to destination. The sorting
machine has 60 to 80 bins and 4 stackers.

4. Labeling and Dispatch - A bundle of mail from a particular bin, i.e. for a particular delivery area, is |abeled
according to its respective destination.

5. Bundling and Dispatch - The labeled mails will now be bundled for dispatch to the corresponding
distribution centers.

NOTE: Rejects and/or non-machinable mails will be sorted manually.

A.2 Manual Sorting Center (Mla. GSC) - Mails for areas covered by Mla. GSC will be sorted manually, while
mailsin transit will be dispatched to the different geographical sorting centers.

A.3 Manua Sorting Center (DSMDC) - Mails for areas covered by the DSMDC will be sorted manually, while
mailsin transit will be dispatched to the different geographical sorting centers.

B. Mailsin transit will be dispatched to the other geographical sorting centers.

11

Dispatch and Collection Schedule of

PPC Vans

A. Between Geographical Sorting Centers - There are four (4) sets of central shuttles which will be responsible
for the collection and dispatch of transit mails between the sorting centers. See Annex B for the schedule of
collection and dispatch.

B. Between Geographical Sorting Centers and Main Post Offices of All the Areas Under its Responsibility - Mails
posted for delivery to areas covered by a particular geographical sorting center will be collected and dispatched by
PPC Vans. See Annexes C to C2* for the schedule of these vans.

C. Between Geographical Sorting Centers and Postal Stations - Vans for every sorting center will also be provided
to collect and dispatch mails posted at postal stations located within the jurisdiction of a particular geographical
sorting center. See Annex D for the schedule of such collection and dispatch.

Please be guided accordingly.
Adopted: 22 Mar. 1993

(Sgd.) JORGE V. SARMIENTO
Postmaster General

ANNEX D
Schedule of Collection and D
ispatch Between Sorting Centers and Postal
Stations
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Makati Postal Stations (5 postal stations)

Schedules:
6:30 AM
9:00 AM
9:30 AM
12:30 PM
1:00 PM
4.00 PM
4.30 PM
7:30 PM
Required:
28V
Backup :
18V
Totd :
38V
Manila Postal Stations (22 postal stations)
Schedules:
6:30 AM
9:00 AM
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9:30 AM

12:30 PM

1:00 PM

4:00 PM

4:30 PM

7:30 PM
Required :
28V

Backup :

18v

Total :

38V
Quezon City Postal Stations (22 postal stations)
Schedules:

6:30 AM

9:00 AM

10:00 AM

12:30 PM

1:00 PM
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4:00 PM

4:30 PM

7:30 PM
Required:

3sv
Backup :

1sv
Total :

48V

GRAND TOTAL (with backup): 10 SV
CENTRAL SHUTTLE SCHEDULE OF COLLECTION AND DISPATCH BETWEEN SORTING CENTERS

ROUTE 1

QUEZON
CITY

MANILA /DSMOC
MAKATI
AOC
MAKATI
QUEZON CITY
ETO
ETA
ETO
ETA

ETO
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ETA

ETO

ETA

ETO

ETA

4.30 AM

5.00 AM

5.30 AM

6.00 AM

6.30 AM

7.30 AM

9.00 AM

10.00 AM

10.30 AM

11.30 AM

9.00 AM

10.00 AM

10.30 AM

11.30 AM

12.00 PM

1.00 AM
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2.00 AM

3.00 AM

3.30 PM

4.30 PM

2.30 PM

3.00 PM

3.30 AM

4.30 PM

5.00 PM

6.00 PM

7.00 PM

8.00 PM

8.30 PM

9.00 PM

9.00 PM

9.30 PM

10.00 PM

10.30 PM

11.00 PM

11.30 PM

0.30 AM

© 2026 batas.org - Philippine Bar Review & Law-School Companion Page 7 of 12
Turn this case into an audio lecture - facts, issues, ruling and doctrine - at batas.org



BATAS.org - Philippine Law Library PPC CIRCULAR NO. 93-10, March 22, 1993

0.45 AM
1.15AM

1.45 AM

11.30 PM
0.00 AM
0.30 AM
1.00 AM
1.30 AM
2.00 AM
3.00 AM
3.30 AM
4.00 AM
4.30 AM
ROUTE 2
QUEZON CITY
MAKATI
AOC
MAKATI

MANILA /DSMOC

QUEZON
CITY

ETO

ETA
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ETO

ETA

ETO

ETA

ETO

ETA

ETO

ETA

4.30 AM

5.00 AM

5.30 AM

6.00 AM

7.00 AM

8.00 AM

8.30 AM

9.30 AM

10.00 AM

11.00 AM

8.00 AM

8.30 AM

9.00 AM
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10.00 AM

11.00 PM

12.00 PM

0.30 PM

1.30 PM

2.00 PM

3.00 PM

1.30 PM

2.30 PM

3.00 AM

4.00 PM

5.00 PM

6.00 PM

6.30 PM

7.30 PM

8.00 PM

8.30 PM

6.30 PM

7.30 PM

8.30 PM

9.30 PM
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10.30 PM
11.30 PM
0.00 PM
0.30 AM
1.00 PM

1.30AM

11.30 PM
0.00 AM
0.30 AM
1.00 AM
2.00 AM
2.30 AM
3.00 AM
3.30 AM
4.00 AM

4.30 AM
VEHICLE REQUIREMENTS: 20 units of LMV (10 for each route)
4 unitsof LMV (back-up: 2 for each route)
24 units of LMV

ANNEX B

* Novaliches route to include Tala
** Malaon and Navotas to be included in Kalookan mail route.
* Available at the Office of the National Administrative Register, U.P. Law Center, Diliman, Quezon City

* Text available at the Office of the National Administrative Register, U.P. Law Center, Diliman, Quezon City.
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Study smarter at BATAS.org

The Philippine bar review and law-school companion built around how your brain actually remembers.

The complete Philippinelaw library - freefor everyone.

More than 100,000 Supreme Court decisions, Republic Acts, and executive issuances - full-text searchable, browsable
by category and year, and always free. No paywall, no login. This PDF came fromit.

Audio case-brief lectures.

Any decision becomes a podcast-style lecture - facts, issues, ruling, and doctrine - with read-along highlighting and a
hands-free presentation mode. Study while commuting, working out, or resting your eyes.

Bar review built on the science of memory.

Complete, sequenced courses for al eight bar subjects, narrated like podcasts and reinforced with retrieval practice and
spaced review - the study techniques with the strongest evidence behind them.

Thefull law-school curriculum.

One subscription unlocks the entire J.D. curriculum - every subject, every lesson, with your progress tracked down to
the paragraph so you can pick up exactly where you left off, on any device.

Mock examsthat tell you whereyou stand.

Timed multiple-choice exams graded instantly, with per-subject score breakdowns and focus suggestions that point you
at your weakest topics first.

A study planner that keepsyou on pace.

Set your schedule and BATAS tells you every day whether you are on track for bar day - and exactly which lesson to
take next.

Start free at https://batas.org

The law library is free forever - and your first lesson is one click away.

The text of this document is an official public record and remains in the public domain. Formatting, presentation, and compilation © 2026
batas.org.

Downloaded free from the batas.org Law Library. Share it freely - the library is free for every law student, bar reviewee, and practitioner.
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