BATAS.ORG - PHILIPPINE LAW LIBRARY
NATIONAL ADMINISTRATIVE REGISTER - MARCH 16, 2010
Guidelines on the Collection from Port User sCustomer s with Revolving Fund

PPA Memorandum Circular No. 03-2010, March 16, 2010

Read online (full-text search, related cases, audio case brief): https://batas.org/library/fb8b67e2b564/

1. AUTHORITY

Section 6.d) (iii) Presidential Decree No. 857

2. RATIONALE

As a genera rule, the Authority collects its fees and charges on a “Cash and Carry Basis’. The exception to the
cash and carry rule is the maintenance of a REVOLVING FUND (RF) to address the following concerns of port
usersin the payment of fees and charges:

2.1 Avoid the attendant risks in carrying/handling substantial amount of cash;

2.2 Respond to port client’s requests that prefer centralized payment for all their shipments/transactions
PPA-wide;

2.3 Facilitate the clearance of cargoes and vessel; and,

2.4 Avoid incurrence of late charges and/or penalties.

3. GUIDELINES

3.1 The RF facility is open to al port users for payment of their invoices/billings for cargo and/or vessel
charges.

3.2 Types of RF Facility
A port user can avail of only one type of RF facility which may either be:
3.2.1 Centralized RF Facility

The port user availing of the centralized RF facility shall be assigned only one Debtor Code and shall maintain
only one RF PPA-wide.

3.2.2 Decentralized RF Facility

The port user availing of the decentralized RF facility shall be assigned a Debtor Code for each area of operation
or Servicing PMO and shall maintain separate RF per Servicing PMO.

The mechanics for registering the type of desired RF facility shall be in accordance with Section 4 below.

3.3 Port users availing of the RF facility shall be required to maintain with PPA (or the servicing PMO, as
applicable) a minimum cash deposit equivalent to its average 15-day transaction volume. Their RF account shall
be replenished every week to ensure that their transactions are adequately covered by the RF deposit balance.

3.4 An RF Invoice shal not be created in the System if the RF balance is insufficient. In this case, the RF
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Customer will be automatically treated as Cash Basis Customer where transactions shall be required to be paid in
cash, until replenishment is made and the minimum required RF balance is restored.
4. MECHANICS
4.1 Registration of RF Account:

4.1.1 A port user availing of the RF facility shall accomplish a Customer Registration Form (CRF) (Annex
“A[*]") for Revolving Fund Customer (RF Customer) wherein its choice of either Centralized RF Facility or
Decentraized RF Facility shall be specificaly indicated. The minimum maintaining amount of RF shall
likewise be indicated. The duly accomplished registration forms shall be submitted to any Operating Unit
(OU): HO/PDO/PMO OU.

4.1.2 The concerned OU/Servicing Unit (PDO/PMO) shall forward the duly accomplished CRF by fax to the
RF Administrator, HO-Treasury, for the setting up of the RF facility.

4.1.3 The approved CRF indicating the RF Customer's Debtor Code shall likewise be sent by fax by
HO-Treasury to the Servicing PMO.

4.2 Initial Deposit to the RF Account

4.2.1 Upon approval of the CRF, a port user with centralized RF facility shall deposit the minimum
maintaining balance of RF at HO-Treasury or any Servicing PMO for credit to its centralized RF account.

4.2.2 A port user with decentralized RF facility shall make the deposit to all its RF accounts in each and every
enrolled area of operation or Servicing PMOs.

4.3 Creation of RF Invoice/Billing
4.3.1 Each Servicing PMO shall create, generate and transmit the RF invoices to its RF Customer.

4.3.2 RF invoices issued at an NCP port should be handled separately from the other NCP transactions
utilizing the template. RF Template should be e-mailed within two days to the PMO for uploading into the
FIRST OU Accounting Module, as detailed in the “Procedures on Loading of NCP Invoice Template,” to keep
the RF account always at its current balance.

4.3.3 RF invoices for domestic oil shipments shall be treated differently since loading and unloading of oil are
done in private port oil refinery/depot and measurement of oil loaded/unloaded requires a specia handling
undertaken by an Independent Surveyor. The accounting process is prescribed in a separate Section (Section 5.
Mechanics for Domestic Oil Shipments Covered by RF).

4.4 Application/Charging of RF Invoice Against the Revolving Fund
4.4.1 Upon creation of RF invoice, application/charging against the RF shall be subsequently done.

4.4.2 The Servicing PMO shall ensure that the BIR Form 2307 corresponding to the Expanded Withholding
Tax shall be secured from the RF Customer.

4.4.3 The OU can view the RF balances in the “RF Summary by Debtor” or “Listing of RF Transactions’ by
OU and RF Customer

4.4.4 The application/charging of the RF invoice for domestic oil shipmentsis prescribed in Section 5.
4.5 Deposit/Replenishment of the RF

4.5.1 An RF Customer shall make a deposit or replenishment of its RF at least every week to ensure that their
transactions are adequately covered by the RF balance.
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4.5.2 For easier monitoring and reconciliation, replenishment shall be by batch of invoices.

45.3 The servicing PMO (for Decentralized RF Customer) or HO-Treasury (for the Centralized RF
Customers) shall periodically verify the RF balance of their respective RF Customers to ensure that it complies
with the minimum maintaining balance.

4.6 RF Summary by Debtor/Listing of RF Transactions by OU and RF Customer

4.6.1 The RF Summary by Debtor/Listing of RF Transactions by OU and RF Customer (invoices applied,
deposits made, balances) shall be generated periodicaly.

4.6.2 Tansmittal/e-mailing of the RF Summary by Debtor to the RF Customers shall be done every 15th and
end-of-month or as agreed upon with the RF Customer, by:

ou

RF Customer

HO-Treasury RF Customer with Centralized RF Facility

Servicing PMO RF Customer with Decentralized RF facility

4.7 Reconciliation of RF Balance

4.7.1. The system can generate an “RF Summary by RF Customer” or a“Listing of RF Transactions’ by OU
and RF Customer.

4.7.2 Reconciliation of the accounts and RF balances may be undertaken by the Centralized RF Customer with
HO-Treasury.

4.7.3 For RF Customer with Decentralized RF Facility, reconciliation shall be done with the Servicing PMO.

5. MECHANICSFOR DOMESTIC OIL SHIPMENTS COVERED BY RF

Domestic oil shipments loaded from the private port Oil Refineries and for unloading to the different private port

Qil Depots nationwide shall be handled as follows:
5.1 Preparation and Handling of the Wharfage Clearance Certificate
5.1.1 A Wharfage Clearance Certificate (WCC) shall be accomplished and signed by the Oil Company.

5.1.2 The Port of Loading shall countersign the WCC and ensure that the computation of the wharfage duesin
the WCC complies with the 50% rate category for registered company-owned oil refinery/depot or 100% for
unregistered private port and third party cargoes.

5.1.3 The official format of the WCC shall be as follows:

(See Image (NAR) VOL. 21 NO. I/ JANUARY - MARCH 2011 page 597)

5.1.4. The WCC shall be numbered by the Port of Loading. It shall be prepared properly and legibly in five (5)

copies distributed as follows:
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Original - Copy for Oil Company

Duplicate - Copy for Port of Unloading-Finance
Triplicate - Copy for Port of Unloading-Operations
Quadruplicate - Copy for Port of Loading-Finance

Quintuplicate - Copy for Port of Loading-Operations

If there are two or more Ports of Unloading, the form for “Copy for Port of Unloading” shall be reproduced
correspondingly. The reproduced copies shall likewise be accomplished and signed.

5.1.5 For cargoes destined to different Ports of Unloading, the Port of Loading should properly indicate the
volume to be unloaded separately to each PMO/PTO by reflecting the exact location of the oil depot.

5.1.6 The WCC shal serve as the authority for the PMO to grant clearance to the vessel after
loading/unloading the oil cargo.

5.1.7 Two copies of the WCC shall be retained by the Port of Loading; one copy each for the Operations
Section and Finance Section.

5.1.8 The “Copy for Port of Unloading” of the WCC shall be presented by the authorized representative of the
Qil Company to the Port/s of Unloading. The Port/s of Unloading shall further review and correct, if necessary,
the estimated wharfage dues indicated in the WCC.

5.1.9 This copy shall be retained by the Port of Unloading to support the granting of vessel clearance. This
shall be forwarded to the Operations Section and Finance Section for the creation of the RF Invoice.

5.2 Creation of RF Invoice; Application/Charging against the RF and Deposit/ Replenishment of the RF.

5.2.1 The Port of Loading and Port/s of Unloading shall respectively create the RF Invoice for its own revenue
initially based on the estimated wharfage dues in the WCC by using the Non-Computerized Port (NCP)
Template to be e-mailed within two days to the PMO, and which will be uploaded into the FIRST OU
Accounting Module, as detailed in the “ Procedures on Loading of NCP Invoice Template”.

5.2.2 Application/Charging against the RF shall be respectively done by Ports of Loading/Unloading after the
creation of the RF invoice.

5.2.3 Upon receipt of the actual volume loaded/unloaded, the book entries will be adjusted accordingly.

5.24. The fina actual volume of oil loaded or unloaded is determined by an Independent Surveyor.
HO-Treasury shall secure the Surveyor’s Report and the Summary of Stockpoints Actual Receipt in Metric
Ton from the Oil Companies.

5.2.5. HO-Treasury shall prepare a Schedule of Wharfage Dues on Actual Shipments per Oil Company, per
Vessel, per Voyage and shall send to the Ports of Loading and Ports of unloading thru e-mail.

5.2.6. Upon receipt of the e-mail from HO-Treasury, the Port of Loading and Port/s of Unloading shall create
their respective RF invoices/Credit Memo, as follows:

5.2.6.1. If the actual amount of wharfage dues is higher than the estimated wharfage dues, a post billing shall
be issued by creating an RF invoice equivalent to the balance.

5.2.6.2 If the estimated wharfage dues originally invoiced is higher than the actual amount of wharfage dues, a
Credit Memo (CM) shall be created. (This will show a negative entry in the BIR RELIEF Summary List of
Sales.)
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5.2.7. Upon creatioan of RF invoice (post billing), the Port of Loading/Unloading shall thereafter respectively
proceed to the application/charging against the RF. On the other hand, the CM shall credit back the RF with the
excess amount.

5.2.8. The RF invoices and the CM, if any, shall be respectively printed and transmitted by the Port of Loading
and Port/s of Unloading to the RF Customer (Oil Companies).

5.2.9. The Servicing PMO shall ensure that the BIR Form 2307 corresponding to the Expanded Withholding Tax
shall be secured from the RF Customer.

5.2.10. The Deposit/Replenishment of the RF and reconciliation of RF balances shall be as prescribed in 4.5t0 4.7
of this guideline.

5.3 Listing of Location of Registered Oil Depots

5.3.1 For proper guidance of the Ports of Loading and Unloading, updates of the listing of the private port
facility of oil companies which are duly registered shall be provided by Head Office-Commercial Service
Department (CSD) to Treasury Department.

5.3.2 CSD shall likewise furnish the Port District Offices/Port Management Offices (PDOSPMOs) concerned
with the photocopies of the approved Certificates of Registration/Permits to Operate (COR/PTO) including
those issued to oil companies. The COR/PTO shall serve as guide for PDOs/PMOs in the computation of the
applicable rate of wharfage due for registered company-owned oil depot.

6. REPEALING CLAUSE

This Memorandum Circular revokes PPA Memorandum Circular No. 45-99 and all orders, circulars, rules and
regulations and other issuances inconsistent herewith are hereby repealed.

7. EFFECTIVITY
This Memorandum Circular takes effect 30 days after publication in a newspaper of general circulation.
For strict compliance.
Adopted: 16 March 2010

(SGD.) ATTY. OSCAR M. SEVILLA
General Manager

[*] Text Available at Office of the National Administrative Register, U.P. Law Complex, Diliman, Quezon City.
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