DEPARTMENT OF EDUCATION

Region X-Northern Mindanao

DIVISION OF- MALAYBALAY CITY

Corner Don Carlos-Guingona St., City of Malaybalay
Contact Numbers: 813-2894, 221-4597

Email Address: depedmalaybalay@gmail.com: Official website: www.depedmalaybalay.net

- july 1, 2014 OlL
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NO.J_gD s. 2014 Iy /Ag,M,T ‘ -

CLARIFICATION ON THE DOCUMENTARY REQUIREMENTS
PRESCRIBED PER BUDGET CIRCULAR (BC) NO. 2013-1
{Per Budget Circular No. 2014-1) .

TO : Promotional Staff
Public Schools District Supervisors
Elementary and Secondary School Heads
Section Heads and Staff
All Others Concerned

FROM : EDILBERAO L. OPLENARIA .
Schools Division Superintendent

1. This Office hereby disseminates the herein Budget Circular No. 2014-1 re:
Clarification on the Documentary Requirements Prescribed Per Budget Circular
(BC) No. 2013-1, which is self-explanatory.

2. For information and guidance.-

Encl.:
As stated .

Copy furnished: -
Records Section

TO BE POSTED IN THE WEBSITE



Republic of the Philippines
@ Department of Education
9 REGION X- NORTHERN MINDANAC D 'p
Gregorio A. Pelaez Sr. Memorial Sports Center DYPARTMENT [ OF ETUCALTON
Velez St., Cagavan de aro City

June 25, 2014
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MESSAGE FOR TRANSMISSION

k9 ’

THE SCHOOLS DIVISION SUPERINTENDENT/OFFICERS INCHARGE R Eﬁf&.&\ S
THIS REGICN e

RECEIVED TODAY IS THE COPY OF THE ATTACHED UNNUMBERED MEMORANDUM
DATED JUNE 20, 2014 RE SUPPORTING DOCUMENTS FOR THE PROCESSING OF REQUIREMENTS
OF THE RETIRING/SEPARATING EMPLOYEES UNDER EXECUTIVE ORDER 366, S. 2004 WITH
ANNEXES. . TO FAST-TRACK THE PAYMENT OF THE INCENTIVES AND THE TERMINAL LEAVE
BENEFITS OF THE RETIREES , PLEASE SUBMIT REQUEST FOR FUNDING FOR THIS PURPOSE WITH
THE REQUIRED DOCUMENTS INCLUDING THE COMPUTATION OF INCENTIVES TO THIS OFFICE
NOT LATER THAN JULY 4, 2014 . SUBMISSION TO THE DEPARTMENT OF BUDGET AND
MANAGEMENT {DBM) REGION X SHALL BE BY REGION AND NOT BY DIVISION.

FOR INFORMATION AND STRICT COMPLIANCE.

QIC CHATTO

Sender;

I
ATTY.SHIRLEY @. CHATTO

Chief Administrative Officer
Officer In-Charge
Office of the Regional Director
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DEPARTMENT QF EDUCATION

OFFICE OF THE UNDERSECRETARY
FOR REGIONAL OPERATIONS

MEMORANDIUM

1T0: REGIONAL IMRECTORS
SCHOOLS DIVISION SUPERINTENDENTS

FROM: RIZAFKING D). RIVERA
Litsdersecrctary
Co-Chair, Depkd Change Manageeient Teant

SUBIECT: SUPPORTING DOCUMENTS FOR THE PROCESSING OF
REQUIREMENTS OF THE RETIRING/SEPARATING
EMPLOYEES UNDER EXECUTIVE ORDER 366 5. 2004

DATE: 200 June 2014

To fast-track the processing of the reguest for incentives and terminal leave benelils of the
tetiring/separaling employees, please be guided by the additional documents to be
prepaced by the Personnel Unit/Section of the respective regional office-proper and schools
division office. This is it reference to the Department of Budget and Management (DBM)
Budget Circular 2013-5 dated Aprit 12, 2013 and amended by 2014-1 dated March 05, 2014,

A. LO 366 INCENTIVES:

1. Special Budget Request {SBR) for the release of funds to cover the additional incentives
of the retiring/ separaling employees under EO 366, duly signed by the head of office /
authorized official,

2. Suppocting decuments:

.

b.
¢

d.

Hegt ipndrenr

Duly  accomplished Rctitement  Application Form  (photocopy  from GSIS
application documents)
Certified True Copy of the updated service record
NSO Marriage Cerlificate - upplicable only for the fermale employees wite Iaoe changed
e st monnes wpon marringe
Compilation of the Employees Reply Forms / Letter of Intent indicating their
intention to relire/separate from government service, duly acknowledged by the
head of offtes
Personnel Status Repaort Of The Retiving/Separating Employees (Refer to Annex |
Jor the templnte), which shall provide the following information:
®* Statement of Leave Cradits Farned
* Notice of Salary Adjustment (with Cerlification of inclusive dates of
Leave Without Pay (LWOTP))
= If applicable, List of Lmployees with authorizations t deduct from the
Terninal Leave Benefils (TLB) and EO 366 incentives (Pls. allach copies of
the signed authorizations)



DEPARTMENT OF EDUCATION

QFEICE OF THE UNDERSECRETARY
_LFOR REGIONAL OPERATIONS

MEMORANDLUIM

= *ouly for employecs -‘mi’d?ﬂ% fmcm'.’rg:ru.'nted postiions retiving/separating wider Loise
" Eacl page shonhif be sigied and atfested by the head of Persouned UnilfSection/Oivision

B. TERMINAL LEAVE BENEFITS:

For offices that have not or are still in the process of preparing the documents for the
terminal Jeave Denefils of the reliring/ separating employees under EO 366, please be guided
by the following requirements:

1. Special Budget Request (SBR) for the release of funds to cover the terminal leave
benefits of the retiving/ separating employeces under EO 366, duly signed by the head of
office / authorized officinl.

2. Duly Accomplished form on the “List of Actual Retirees to be Paid Terminal Leave and
Retivement Graluity Benefits (Annex B, DBM BC 2013-5) to be accomplished specific for
the roquest of the terminal leave benelits of the concerned employees. The specific
docoiments are also attached in this memorandum (Refer to Annex 2 for the temiplate):

Note: Offices wwy use Hie Depbd templute in the ‘Comprtation for Incentives” umd adjust it fo
carply wilh He inforsmution requiresicnts stated in the DBM templale.

C. SUBMISSION GUIDELINES

As per tem 7.1.1 of the DBM Budget Circular 2013-5, all documents shall be submitted to
the counterpart regional DBM offices. Subanissions shall be by regions and not by schools
divisions. The DepED regional office shall ensure the completeness of documents of ils
regional office-proper and all it schools division offices.

The DepEd regional office shall inform the CMT secretariat, through this office, upon
submission to the DBM reptonal office.

Yor any darificalions or questions, please contact Ms, Ria Roa of the CMT Secrelariat at (02)
633-7203 or noelle.roatdeped.gov.ph.

Please be guided accordingly.

My g b dzefron



DEPARTMENT OF EDUCATION
RATIONALIZATION PROGRAM

Personnel Status Report of the Retiring/Separating Empleyees under EO 366

OFFICE | NAME | POSITION |SG| ITEMNO. {LBAVECREDITS | LEAVEW/O PAY SALARY AUTHOREZED} DEDUCTIONS
TITLE ADIUSTMENT* FROM EO266 INCENTIVES
VL | SL |TOTAL] PERIOD | EQUIV. BASIC . DATE | PROVIDENT | OTHERS | TOTAL
COVERED MONTHLY | A5 OF FUND
SALARY
Prepared by: Certified Correct by:
Remarks:

. Please include all the names of the Retiring / Separating Empiovees under EO 366,

b If there are areas not applicable to the employees, indicate ‘N/ A" or ‘Not Appiicable” in the specific columns.

¢ *Salary Adjustment is anly for those emplovees holding teaching-related posiions retiring/ separating under EQ 366
d. Fach page should be signed and attested by the head of Personnet Unit/Section/ Division

4



ANNEX 2"

%‘ ' OFrFICiAL
A 3 e REPUBLIC OF THE PHILIPPINES HELEASE
w Department of Budget and Management :

w1908 Y Buitding I, General Solang Street, San Miguel, Manila ‘ | _

Date: July 22, 2013

TO ' HEADS OF DEPARTMENTS AND AGENCIES OF THE EXECUTIVE
BRANCH, INCLUDING  GOVERNMENT-OWNED AND/OR
-CONTROLLED CORPORATIONS (GOCCs), GOVERNMENT
FINANCIAL INSTITUTIONS (GFIs), AND ALL OTHERS
CONCERNED :

SUBJECT :  GUIDELINES ON THE FILLING OF POSITIONS AND THE HIRING
OF PERSONNEL FOR AGENCIES WHOSE RATIONALIZATION
PLAN {RP} 1S YET TO BE APPROVED BY THE DEPARTMENT OF

. BUDGET AND MANAGEMENT (DBM), THOSE WHOSE PLAN WAS
WITHDRAWN, RETURNED WITHOUT ACTION OR NOT
SUBMITTED WITHIN THE DEADLINE, AND THOSE WITH
APPROVED PLAN

1.0 Purpose

This Circular Cetter is being issued to provide the policies snd guidetines on the filiing
of positions and the hiring of temporaryfcasuai/contractual/contract of service/job
order personnel and consuitants for the fallowing Departments/Agencies:

a.  Whose Plan i3 yet to be approved by the DBM;

b.  Whose Plan was withdrawn, returned without action or not submitted within the
deadline; and

.  Whose Plan has been approved by the DBM.

2.0 Guidelines

Hereunder are the specific polides and guidelines to be implemented in
Departments/Agencies concerned;

2.1 ForAqencies Whose Plan Is Yet to be Approved fy the DEM

2.1.1 The moratorium on the filling of regular/permanent/itemized positions,

either  through  original  appointment, promotion,  transfer  or

- reemployment, -and the hiring of new casuals/contractuals, including

personnel on a consultancy/emergency/contract of servicefjob order

hasis, shall continue to be implernented until their respective RP is
approved,

The temparary suspension shall not apply to teaching positions, medial
and allied medical items in hospitais and other medical facilities servicing
agency chents, as well as to uniformed positions in the Departments of
National Defense, the Interor and Local Government, Transportation and
Communications, and Environment and Natural Resources, '

However, medical and allied medicai positions which primarily provide
service {0 agency personnel are covered by the moratorium.
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ANNEX A
Please Chack |

CHECKLIST OF DOCUMENTARY REQUIREMENTS TO =
SUPPORT REQUEST FOR RELEASE OF FUNDS .

A, TCRMINAL LEAVE/RETIREMENT QRATUITY (TL/RMA) BENEFITE

1. List of AciU3l Retireos To Be P8I0 refacting the names of ratikrees, retiremant modedlaw | the raspaciive
Sument or savings Account nUMber opened/maintained wih the sema GSR 24 thel of agency, postiion ttle,
Lninue position item rumber, dates of bihiorginal appointmentivatiament, highest munthly salary, and
amoynt of retiverment tenefis (o bo peid.

RETIREES UNDER R.A, 1616
2. Duly Accomplished Retiromen| Application Form

T Cenins rue nopy o (he uptated Service Retord and Latost Nolica of Saiary AdjuEtment (wih Gettlcation of
inclizive dates of Loave Without Fay (LWOF); i any)

4. Latiar of Intant to Rellra

5. Approved Application Letver for Retirement
6. Siatement of Leave Credita Eamed cariified by he Humat Resource Managamenl Oficer {HRMB)

7. NSO Marfiage Cerlifcate - far Changs of name of martied wormen
8, G55 ClearancalApproval
9. Latast Notice of Salary Adjustment

FOR DEVOLVED PERBONNEL TO L.GUs
in sddifian (o the requirsimants entimerated under 1 K § above:

1. Lettat Ruquast of concerned devolyed parsonnel
2. Endoreemant of LGU Exadutive, #s amployer
4. Appointian! Paper as a devoived smifoyee

4. Updaiad Leava Gard of Concamen employes, refiscting the iransferred 1anve credRs npon devolution and
balanes as of raliremsnt data, cerliled by the HRMO of the pragen LGU employer

" RETIREES UNDER R.A. No, 916
in saditian fo the requirements snumarated under 1 to 9 above,
4, Gertification on the Qlhar Alowances/bensflts stthorized to be includad in the compuiation of RG
2. Staternend of Amouni Paid by GSTS for the Officials under spetial ratiramen laws - i T
DECEASED RETIREES/EMPLOYEES - PAYARLE TO THE DECLARED HEIRS
In adokion to the requirements srumerated under 1 o 3 above:
1. Copy of the decréssd rallreefamployes’s death cortilicats
2 Marriage Contract
3. Judichat o Exira Jugicial Setiement of Estath {suly notarzed) -

4. Copy of decision of the agency's lagal sffice/adludication board identifylng the legat helrs of the deceased, in
fhe case of unifarmed personnel,

B. Alfwtavit of Burial Glalm (for PMP anly)

B. INCENTIVE BENEFITS PERED 77 {RATIONALIZATION FLAN)
In addition to tha requiraments snumsrated under 1 (o 9 above:

1. Copy of Approved Rallanallzation Plan

2. List af affettad parsennal and corrasponding smount required for TLE wnd lncenilve Banafits

L. GOCCs REQUIRING SUBSIDY TO PAY THEIR TL/RG REWIREMENTS
In addition In the requiraments enumerated Lunger 1 to # abuve,

1. Copy cf laiest Financlal Stalements showing proof of inakility I pay mcantives

H



3.0

4.0

5.0

Policy on the Rehiring of Retired/Separated Personne!

2.4 Government personnel who opted to retire/be separated from the service as a
result of the rationalization efforts of their Depattment/Agency shall not be
appointed nor hired as casuals or contractuals in any agency of the Executive
Btanch, including in GOCCs/GFis, for a period of five (5) years, except as
teaching or medical staff i educational institutions and hospitals, or hired as a
consuftant/contract of service/job order personinel where there is no employer-
employee relationshlp, as the case may be, with reemployment in any Branch of
Government to he cnnsidered as new entry to the civil service. '

Responsibility Clause

It shall be the responsibility of the Department Secretaries and equivalent Agency
Heads to strictly implement the provisions of this Circular Letter, including the laws,
fules and regulations indicated herein, In case of any vivlation of the same, the
official authorizing such action shall be held responsible for whatever expenses the
govermrnent incutred fot not strictly followlng said issuances,

Applicability Clause
The provisions of this Circular Letter shall be applicable until revoked,
Effectivity

This Circular Letter shall take effect upon its putdiication in a newspaper of general
circulation, '

FLORENCIO B. ABAD
Secretary
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2.2.4 Moreaver, the aforementioned Agencies shall reduce at /east ten
percent (10%) of the cost of setvices of their consultants, technical
assistants, confractual and casual employees, in accordance with itemn 1
of Section 1.b of A0 103.

2.3 ForAgencies With Approved RP

2.3.1 Departments/Agencies/GOCCS/GFIs with approved RP are no longer
covered by the moratorium on the filling of positions/hiring of personne!,

Hence, said Agencies could fill thelr vacant positions without requesting
authority from the DBM. i

2.3.2 In addition, Departments/Agencies/GOCCs/GFIS whose Plan has already
been appraved by the DBM are allowed to outsource certain services, thru
the hiring of consultants/job order/contract of service personnel, where
o employer-empioyee relationship exists, provided it is consistent with |
the fallowing:

a, Overall policy under the approved RP on servicesfareas which could |
be outsourced (e.g, ulility, building and grounds maintenance, ‘
messengerial, security, transportation/mobility, and information
technology);

b. Agency policy on which other services to outsouree; and

¢. Pertinent budgetary, civit setvice, accounting and auditing rules and ‘

regulations.

The Agencies should likewise ensure that the hiring of consultants/job
orderfcontract of service personnel would contribute 10 the attainment of
their objectives and would not adversely affect the implementation of
their regular programs/projects and the achlevement of .their work
targets.

Agencies which have coterminus with the incumbent (CTT) posltions are
prohibited from hiring personnel whaose functions are similar to those
being performed by the incumbents of the CT1 items.

2.3.3 As provided under Section 4 of EQ 77 dated 08 May 2012,
Agencies with approved Plan shall not be allowed additional regular
positions for at least five (5) yaars, except the following:

a. Those to be created under the “scrap and bulld policy” where there s
no additional cost to the government;

b. Population-related ilems such as policemen, teachers, and medical
and allied medical positions for hospitals and simiar facilities, and

t. For mandated new functions which aannot be absorbed by existing
units/pasitions, as determined by the DBM.

! Amending Executive Order (EQ) No. 637 {5. 2007} on the Basis of the Computstion of the Incentives of !
Personnel Affected by the Implementation of the Aatiomalization Program Under EQ Mo, 3656 (5. 2004) |



2.1.2 Department Secretaries/Agency Heads shall continually be allowed to
renew the appointments of personnel on casual/temporary status and the
contracts  of personnel  under cortractual/consultancy/contract  of
servicefjob order basis for the period that the Plan af the
Department/Agency is not yet approved, but not to go beyond one (1)
month after the approval of the agency’s RF, except those
personnel whose authorized period of hiring should not go beyond
30 June 2013 and those with specific deliverables for a set timeframe,
subject to pertinent budgataty, civil service, accounting and auditing rules

and regulations, and the following conditions:

a. The tunds appropriated for the purpose are sufficient and the action
would net entail additional budgetary release or the realignment of
nan-Personned Services (PS) funds 1o PS;

b. The maximum number of persohnel whose contracts/appointments
woutld be renewed shall not exceed the actual employees at the start
of the Department/Agency’s rationalization efforts, as adjusied by the
DBM-authorized hiring of new/additional personnel; and

c. There shall be no new hiring ari/or replacement of resigned/retired/
separated/terminated/regularized staff.

The renewal of appointments/contracts of personnel for projects with
D8M-appraved staffing pattern shall be limited ta the existing number of
authorized positions and to the set timeframe for hiring.

2.2 For Agencies Whose Plan Was Retyrned Without Action, Wighorawy or
Nat Sybmitted Within the Deadiine

2.2.1 Agencies whose RP was retumed without action, withdrawn or not
submitted on or before 28 February 2013 to the DBM are neo loviger
covered by the Rationalization Program.

2.2.2 However, the filling of positions and the hiring of contractual/casual
personnel in sald Agendes shall be covered by the provisions of
Administrative Order (AO) No. 103 (Directing the Continued

Adoption of Austerity Measures in Government) dated
31 August 2004.

2.2.3 Specifically, fifty percent {509 ) of the PS savings of said Agencies that
will be realized from funded vacant/vacated regular positions could be
used for filling of positions without seeking DBM authority, consistent with
Section 3.3.1 of the Civil Sarvice Comniission-DBM Joint Circular
(JC} No. 3 (Continued Adoption of Austerity Measures Through
the Non-Filling of Vacant Positions) dated 14 December 2004, which
contains the guidelines on the implementation of Section 2 of AD 103,

‘The Agency Heads shall have the discretion as to which positions will be

filled provided the total cost thereof shall not exceed 50% of the PS
savings, '



REPUBLIC OF THE PHILIPPINES
DEPARTMENTY OF BUDGET AND MANAGEMENT

MALAGCARANMG, MANILA

BUDGET CIRCULAR ‘ No. 2014 1 _
Margh 5 .2014

- TO : Al Heads of Departmants, Agencies, Bureaus, Offices,
Commissions, State Universities and Colieges; Budget Officers;
Haads of Accounting Unils; COA Auditors and Other Govermment
instrumentalities Concerned ncluding Governiment-
OwnediControlled Corporations {GOCCs) and Local Government
Units (LGUs)

SUBJECT : Clarification on the Documentary Requirements Prescribed Per
Budget Circular (8C) No. 20431

1.0 This Circular is issued to ciarify that in order to facifitate processing and timely
payment of terminal leave benefits of retiing government personnel and
incentives arising from rationalization programs, the submission of GHIS
Clearance/Approval to support agency's special budget request (SBR) for the
puUpose s not hecassary.

il
o

However, said document shall be supported 1o agency's SBR for payment of
refiremnent graluity benefits (RGB) chargeable against the Pension and Gratuity
Funi, ie retirees under R.A_ 1616 in case agency hat no available savings and
non-members of GSIS such as military ano uniformed personnel, amonyg olhers.

3.0  Effectively, this modifies item no. B of Annex A of Budget Circular No, 2013-1

{c::r theckhqt of Documentary Reqguirements to Sunpon Request for Release of
unds

4.0  For comphance

-

"r---
FLORENGIO B. ABAD
ﬂ. X Secrel q«*/
PR oy 1\ any





