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DISPOSITION FORM

CONFIDENTIAL

DISPOSITION FORM

SUBJECT:
FILE NO: CLASSIFICATION: CONFIDENTIAL
TO: FROM: DATE: COMMENT NR:

Explanatory Notes of the Disposition Form (DF):
PRD/8400

1. The DF is a staff paper designed to facilitate communications from one
office/unit to another within the Agency.

2. It may be used to originate action, to record comments, coordination, or
other action related to a basic paper.

3. It may also be used as a correspondence for record purposes when a
memorandum or endorsement is not required.

4. The DF includes the following:

a. Heading - the heading contains the subject, file number, security
classification, addressee, addressor and the date.

b. Security Classification — the security classification is entered in the space
provided in bold letters in the heading, at the top and bottom of the
form, and at the top and bottom of each succeeding pages.

c. File Number - the file number is entered in the space provided in bold
letters.

d. Subject - the subjectis entered in the space provided in bold letters.

e. To/From/Date — the addressee, addressor and the date (day-month-
year) are entered in the spaces provided in bold letters. Authorized code
numbers only are used. When it is necessary to route a DF from one office
tc another office, either the “Thru" or "Attn" is used.

I Identification of the Addressor — the authorized code number of the
individual responsible for the communication is entered in the middle of
the line below the text. The authorized code number of the individual
who prepared the communication is entered in the upper right hand
corner of the paper.

CONFIDENTIAL
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SEAT PLAN “A”

REPUBLIC OF THE PHILIPPINES
NATIONAL INTELLIGENCE BOARD
NATIONAL INTELLIGENCE COMMITTEE
NIC Meeting ## sequence of meetings-YYYY
(Actual date and time of meeting)

(Name of Invited Guest)
Other Office

(Name of NIC Member)
BOC

(Name of Director of
Offices/NICA)

(Name of Director of
Offices/NSC)

(Name of Chair/D, NITC)
StCom-Trng

(Name of Staff, NIC
Secretariat)

(Name of Chair/ALQO)
StCom-LC

(Name of Head, NIC
Secretariat)

(Name of ADG, DVI)

(Name of Member, NIC
Secretariat)

(Name of Chair/ADG)
StCom-FIC

(Name of Staff, StCom)

(Name of NIC Member)
Bl

(Name of Chair/ADG)

(Name of Staff, NSC)

(Name of NIC Member)
NEI

StCom-Sec
(Name of ChairfADG) (Name of Observer,
StCom-Prod StCom)

(Name of NIC Member)
DFA

(Name of Chair/ADG)
StCom-Opns

(Name of Briefer, StCom)

(Staff of NIC Members)

(Name of NIC Member)
PSG

(Name of ADG, NSC)

(Name of Briefer, NSC)

(Observers of NIC
Members)

(Name of NIC Member)
DI, PNP

(Name of DDG, NSC)

(Name of Staff of the
0ODG, NICA)

(Briefers of NIC

(Name of NIC Member)

(Name of CDS, NICA)

(Name of HEA/ODG Staff)

Members) 0J2, AFP
(Name of the Chair, (Name of the Chair, (Name of the DDG,
NIB) or DG, NSC NICA)

NIC) or DG, NICA
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SEAT PLAN “B”

REPUBLIC OF THE PHILIPPINES
NATIONAL INTELLIGENCE BOARD

NATIONAL INTELLIGENCE COMMITTEE
NIC Meeting ## sequence of meetings-YYYY
(Actual date and time of Meeting)

(Name of Chief of
Branches/NICA)

(Name of Staff, NIC
Secretariat)

(Name of Chief of
Divisions/NICA)

(Name of Head, NIC
Secretariat)

(Name of Invited Guest)
Other Office

(Name of Director of
Offices/NICA)

(Name of Member, NIC
Secretariat)

(Name of NIC Member)
BOC

(Name of Chair/D, NITC)
StCom-Trng

(Name of NIC Member)
Bl

(Name of Chair/ALQ)
StCom-LC

(Name of Staff, StCom)

(Name of NIC Member)
NBI

(Name of ADG, DVI)

(Name of Observer,
StCom)

(Name of NIC Member)
DFA

(Name of Chair/ADG)
StCom-FIC

(Name of Briefer, StCom)

(Staff of NIC Members)

(Name of NIC Member)
PSG

(Name of Chair/ADG)
StCom-Sec

(Observers of NIC
Members)

(Name of NIC Member)
DI, PNP

(Name of Chair/ADG)
StCom-Prod

(Name of Staff of the
ODG, NICA)

(Briefers of NIC

(Name of NIC Member)

(Name of Chair/ADG)

(Name of HEA/ODG Staff)

Members) 0J2, AFP StCom-Opns
(Name of the CDS, (Name of the Chair, (Name of the DDG,
NICA) NIC) or DG, NICA NICA)
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SDDP DISTRIBUTION LIST

REPUBLIC OF THE PHILIPPINES
National Intelligence Board
NATIONAL INTELLIGENCE COMMITTEE

SDDP DISTRIBUTION LIST
(NIC MEETING ##-YYYY)

~ OFFICE 7 _(Actual Date/Time of Meeting)
COPY NUMBER BAR CODE
ORIGINAL/ (Total Nr of copies/sequence) (PPO code/year/month-4 digits sequence)
NIC SECRETARIAT 1 of 17 copies 41701-0_____
DG, NSC 2 of 17 copies 41701-0_____
DDG, NICA 3 of 17 copies 41701-0
CDS, NICA 4 of 17 copies 41701-0_____
J2, AFP 4 of 17 copies 41701-0
DI, PNP 5of 17 copies 41701-0_____
DFA 6 of 17 copies 41701-0
NBI 7 of 17 copies 41701-0
PSG 8 of 17 copies 41701-0
Bl 9 of 17 copies 41701-0
BOC 10 of 17 copies 41701-0___
StCom - Opns 11 of 17 copies 41701-0
StCom - Prod 12 of 17 copies 41701-0______
StCom - Sec 13 of 17 copies 41701-0
StCom - FIC 14 of 17 copies B 41701-0____
StCom - LC 15 of 17 copies 41701-0
StCom - Trng 16 of 17 copies 41701-0______
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SUMMARY OF SDDP DELIVERY FORM

REPUBLIC OF THE PHILIPPINES
Nafional Inteligence Board

NATIONAL INTELLIGENCE COMMITTEE

Summary of SDDP Delivery
(DD-MMM-YYYY)

DISPATCHED
NAME/POSITION/RANK OFFICE / ADDRESS BY
I | (Name of NIC Member) 0J2, AFP
Deputy Chief of Staff for Inteligence | Camp Aguinaldo, EDSA, QC
2 | (Name of NIC Member) Directorate for Intelligence, PNP
Director Camp Crame, EDSA, QC
3 | (Name of NIC Member) Bureau of Immigration
Commissioner Magallanes Dr, Intramuros, Mnl
4 | (Name of NIC Member) DFA
Head Office of Intelligence & Security | 2330 Roxas Blvd, Pasay City
5 | (Name of NIC Member) NBI
Director Taft Avenue, Ermita, Manila
6 | (Name of NIC Member) Presidential Security Group
Commander Malacafiang Park, Manila
7| (Name of NIC Member) Bureau of Customs
Commissioner South Harbor, G3 Port Areq, Mnl
8
)
10
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SUMMARY OF EXPENSES FORM
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PETTY CASH VOUCHER

No.:
PETTY CASH VOUCHER Date:
NATIONAL INTELLIGENCE COORDINATING AGENCY
Payee/Office
Address : RCC
I. To be filled up upon request II. To be filled up upon liquidation
Particulars Amount
Total Amount Granted
Total Amount Paid per
OR No.
Amount Refunded/
(Reimbursed)
PO No. Date
Invoice # Date
08 NO.
C JOURNAL ENTRY
Dr Cr
A Requested by~
Head of Office/Directorate
B Allotment available:
Chief, Budget Division Processed by:
Accountng Division
Processed/Contrelled: D I
[:l Received Refund
Chief, Accounting Division
‘:I Reimbursement Paid
Approved by:
Director, Office of the Comptroller Petty Cash Custodian
Paid by~ E |
[:l Liquidation Submitted by~
Petty Cash Custodian
I:I Reimbursement Received by
Cash Received by~
Signature over Printed Name of Payee Signature of Payee
Date: Date:




