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TO The Port Managers

The RC Heads Concerned

All Shipping Lines/Shippers/Consignees
All Carge Handling Operators

And All Other Port Users Concerned

SUBJECT Amendments to PPA Memorandum Circutar No 07-2016

1

entitled “Procedural Guidelinas on the Claims for Refund”
{hereafter, the “Guidelines”)

Objective

To amend certain sections of PPA Memorandum Circular No 07-2016 entitled “Procedural
Guidelines on the Claims for Refund”

Amendments

The following sections of PPA Memorandum Circular No 07-2016 are hereby amended, as
follows

4 General Policies

41 The claim for refund appiied by the port customer will depend on the nature of its
transaction with the Authonty, thus may either be cash refund or credit memo

42 Refund on overpayment of vessel and cargo charges shall be_governed by Section
5. while other cases of overpayment shall be governed by Section 6 in relation to
4 3 of the Guideiines

43 Cash refund wil apply on the following cases

431 Excess Payment — occurs when the check payment i1s greater than the
amount biiled In the Invoice The excess payment that maybe allowed for
cash refund must not be less than P100 00

432 Payment on undelivered ancillary port services — involves payment for the
delivery of other port services by the Authority but were not rendered due
to unavoidable circumstances An example 15 the undelivered fraining
services to port stakeholders
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44

45

433

434

Bid Security — refers to the cash deposited by the winning bidder to
guarantee the execution of the contract within a specified period of time

Overpayment of vessel and cargo charges wherein the apphication of credi
memo to future billings I1s impractical, such as

4341 Paymentby One Time Port Customer

4342 Payment by Port Customer to Operating Units in_which the
collection of vessel and cargo charges due to PPA 1s processed
In_the Receipting System owned by the Port Termunal
Operator/Cargo Handler (e g , ATI, ICTSI, etc)

4 343 Situations analogous to the foregoing

The claim for refund on the supposedly overpayment shali prescnbe within six (6)
years after the date of its actual payment

The Qutput VAT collected i1s not refundable since it can be claimed as Input VAT
payment by VAT-registered port customer

Procedures in Claim for Refund on Qverpayment of Vessel and Cargo charges

The claim for refund on overpayment of vessel and cargo charges thru credit memo or

cash refund wtll be processed as follows

51

The concerned port customer shall submit to the Operating Unit the following
documents to support the claim for refund

511

512

513

Letter Request of the port user for refund addressed to the concerned Port
Manager

Machine copies of PPA Official Recelpts/invoices to be stamped with
notation “venfied correct and remitted to PPA’s bank account” by the PMO,
upon presentation of their onginal coples

Additional documents, but not limited to the following, which will guarantee
the validity of the amount being claimed for refund

5131 Charges against cargoes

a Certification of the shipping iines attesting to any erroneous
entry made

b Certification of the cargo handling operator on the actual
cargoes handled

¢ Certification of shut-out 1ssued by the shupping ine




52

53

5132 Charges against vessels

a Docage/Anchorage Report

b Statistical Supplement and Oath of Master authenticated by
the Harbor Master for overstated GRT

¢ Amended Dockage/Anchorage Report duly certified by
Harbor Master for overstated staytime of the vessel

d For foreign vessels, copy of the Contract of Agency or
Special Power of Attorney between the principal and local
ship agent

Refund of vessel and cargo charges amounting to 100,000 00 and below

521

522

523

524

525

Upon receipt of request for adjustment of billingfrefund from the port user
concerned, PMO Port Services Division confirms the validity of the claim
and endorses the same to the PMO Finance Dwision

The PMO Finance Division confirms issuance of the suppeorting Official
Receipts, evaluates request, reviews and determines the propriety and
legality of the request based on existing tariff regulations and other pertinent
guidelines

Based on the findings, the PMO Finance Division endorses the request for
refund to the Office of the Port Manager for his approval or disapproval

The PMO Finance Division furnishes Treasury Department with a copy of
the Approved Claim for Refund to support the request for cash transfer in
case of refund in_a form of check The foregoing document will ikewise
confirm the 1ssuance by the PMQ Finance Division of the Credit Memo or
Disbursement Voucher

The PMO Finance Dwision releases the Credit Memo or Check to the port
customer concerned after offsetting its outstanding account with the PMO

Refund of Qver P100,000 00to P10 M

531

532

Upon receipt of the request for refund, the PMQ Finance Division confirms
the issuance of the supporting Official Receipts, evaluates and reviews the
request to determine its propriety and legality based on existing tanff
regulations and other pertinent guidelines

Based on the findings, the Port Manager endorses the request to the AGM
for Operations thru Commercial Services Department




54

533

534

535

536

37

538

Commercial Services Department confirms the validity of the clam, the
correctness of the computed amount and the completeness of supporting
documents and endorses to AGM for Operations for his recommendation
to approve or disapprove

The AGM for Operations endorses his recommendation for the approval of
the request to the AGM-Finance and Admumstration, thru Treasury
Department

Upon receipt of endorsement, Treasury Department confirms the
authenticity of official receipts, verifies the unpaid accounts and prepares
the Approved Claim for Refund

The AGM-Finance and Administratton signs the Approved Claim for
Refund

Treasury Depariment processes the Approved Ciaim for Refund and
forwards the Credit Memo or Notice of Cash Transfer to the PMO where
the claim was filed

The PMC Finance Dwision releases the Credit Memo or Check to the port
customer concerned upon verfication and offsetting of its_outstanding
accounts with PPA

Refund of Over P1 0 M

541

542

543

544

545

Upon receipt of the request for refund, the PMO Finance Division confirms
the 1ssuance of the supporting Official Receipts, evaluates and reviews the
request to determmne its propriety and legality based on existing tanff
regulations and other pertinent guidehnes

Based on the findings, the Port Manager endorses the request to the AGM
for Operations thru Commercial Services Department

Commercial Services Department confirms the validity of the claim, the
correctness of the computed amount and the completeness of supporting
documents and endorses to AGMs for Operations and Finance and
Administration for their recommendation to approve or disapprove

The AGMs for Operations and Finance & Administration endorse their
recommendation to the Office of the General Manager thru Treasury
Bepartment

Upon receipt of endorsement, Treasury Department confirms the
authenticity of official receipts, venfies unpaid accounts and prepares the
Approved Claim for Refund



546 The General Manager signs the Approved Clam_for Refund upon
confirmation by the PPA Board of Directors

547 Treasury Department processes the Approved Claim for Refund and
forwards the Credit Memo or Notice of Cash Transfer to the PMO where
the claim was filed

548 The PMO Finance Division releases the Credit Memo or Check to the port
customer_concerned upon verification and offsetting of its outstanding
accounts with PPA

6 Procedures in Claim for Refund under Section 4 3

The requests for cash refunds will be evaluated and processed at the concerned RC in
Head Office or PMQ Finance Division regardless of the amount

61 The concerned port customer submits to the Operating Unit (concemed RC in
Head Office/PMO Finance Division) the following documents to support the claim
for refund

6 1 1 Letter request of the port user/customer for refund addressed to the
concerned RC in Head Office/PMO

6 1 2 Machine copies of PPA Official Recelipts/invoices to be stamped with
notatton “venfied correct and remitted to PPA’s account in bank™ by the
Operating Unit, upon presentation of their original copies

62 The concerned RC n Head Office/PMO confirms the validity of the claim for
refund and endorses to Treasury Department/PMO Finance Division for the
preparation of the Approved Claim for Refund

63 The Treasury Department/PMO Finance Division prepares the Approved Claim
for Refund for approval by the Assistant General Manager-Finance and
Administration for Head Office transactions or Port Manager for PMO
transactions

64 PMO Finance Division furnishes Treasury Department with a copy of the
Approved Claim for Refund for the 1ssuance of Notice of Cash Transfer

65  Treasury Department furmishes the RC concerned in Head Office (where the
claim for refund was filed) with a copy of the Approved Claim for Refund for the
preparation of disbursement voucher

66 Treasury Department/PMO Finance Division prepares and releases check to
claimants of cash refunds




3 Separability Clause

if any provision or part hereof is held invalid or unconstitutional, the remaining portion of
the Guideines or the provision not otherwise affected shall remain valid and subsisting

4 Repealing Clause
All other provisions of PPA Memorandum Circular No 07-2016 entitled “Procedural
Guidelines on the Claims for Refund” or parts thereof, to the extent that the same are In
conflict or inconsistent herewith, are deemed amended, modified or repealed accordingly

5 Effectivity

This Memorandum Circular shall take effect 30 days after its publication in a newspaper
of general circulation and a copy filed with the University of the Philippines Law Center

]

JAY DANI ANTIAGO
General Manager

Published in the Philippine Star - February 24, 2018
Effectivity Date March 26, 2018




