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M EMORANDUM CIRCULAR NO"

FOR; ALL HEADS OF DEPARTMENTS, AND HEADS OF GOVERNMENT-OWNED
AIID/OR -CONTROLLED CORPORATIONS (GOCCs) AND GOVERNMENT

FINANCIAL INSTITUTIONS (GFIs)  AND OF AGENCIES UNDER OR

A ACHED TO THE OFFICE OF THE PRESIDENT

It has been observed that requests for travel authority and enti l lernent to travel

expenses and al lowances relative to tr ips abroad, and travel tax exernptitrn, are being

submifted to the Off ice of the President (OP) bare.ly a few days before the date of departure,

or even after departure, with incomplete documentation. This hampers the smcloth work f low

and results to the clogging of documents in this Off lce. To enable thrs Off ice to faci l i tate the

processing of these requests, and to ob;ectively and properly evaluate them, al l  concerned

are hereby enjoined to str ict ly observe the fol lowing regulations:

(1) Submit to the Malacafrang Records Off ice, the requests with complete
documentat ion,  a t  least  ten (10)  work ing days pr ior  to  the scheduled date of

departure. The destination(s), duration of travel, purpose(s), and

lust i f icat ion(s)  should be c lear ly  spel lec l  out .  Facs imi le  copies of  requests

wil l  rrot be processed.

(2) Requests for travel authority, as well as entit lement to trav'el expenses and
al lowances,  shal l  inc lude the suppor t ing documents which are enumerated in
Annex "A" for Heads of Departments, and Heads of GOCCs and GFIs and of
Agencies Under or Attached to OP; and in Annex "8" for Undersecretaries,
Assistant Secretaries, Directors, and Off icials of equivalents ranks, and other

Government Personnel. Requests for travel tax exemption for private

ind iv iduals ,  groups,  or  organizat ior rs ,  shal l  inc lude suppor t ing documents
which are deta i led in  Annex "C".

No representation al lowance wil l  be granted to off icials who wil l  travel abroad for

speaking engagements,  and for  t ra in ing/s tudy,  and shal l  in  no case exceed One Thousand US

Dollars (US$f,bOO.00) per travel. Except for long-haul travel, or f l iqhts beyond four (4)

hours, airfares shall  be l imited to restr icted economy class'

The dai ly  sgbsis tence a l lowance (DSA) to  cover  accommodat ion,  meals ,  and inc identa l

sxDerses, slral l  be based on the United Nations Development Programme (UNDP) rate. Tlre
Il:./r :;:r:€s a,-e sli:cii'ei liy UttlDP rnr:nihi,:.

Pr ivate ind iv iduals  and consul tants  are not  issued t ravel  author i t ies and shal l  not  be

entit led to government funding when they go abroad.

In extremely unavoidable cases where the ten (10) working-day lead t ime requirement

canrrot be complied with, the reason(s) or justi f ication(s) for the late submission should be

stated in the requests.

Non-compl iance wi th  any of  the requi rements shal l  be suf f ic ient  ground for  denia l  or

non-processing of the said requests,

Any off icial or employee authorized to travel abroad, to attend conferences/seminars/

conventions/training, conduct investigations/examinations, or undertake missions, shall

submit a report, with recommendation(s), to the Head of Off ice/Agency, within one (1)

month after the return to the off icial station. In case of part icipal ion of 'a delegation in

conferences/conventions abroad, a report of the delegation shall  be submitted to OP through

the Secretary pf Foreign Affairs not later than one (1) month after the closing of the

. i .;rf 3r t; i ;Ce lcon i, g ntlon,

Tnis Menrorandum Circu lar  shal l  take ef fec l  immediate ly .

M a n i l a .  1 9  N o v e m b e r  2 O 7 O

--------.-->

Date uploaded: November 24, 2010 
PCDSPO Official Gazette 
http://www.gov.ph




