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December 20,2017

Clarifying and Reinforcing Existing Rules and Regulatiors on Foreign
Travel Authorlties, T.avel Entitlemen6, and Travel Exemptions, which
Equire lhe Approval of the Office of the President

1. Pursuant to the herein DepEd Memorandum No. 203, s. 2017 re: Dissemination ol
Memonndum Circular No. 35 - Clailying and Reinlorcing Existing Rules and
Regulations on Foreign TravelAuthoities, Trcvel Entitlements, aN Tnvel Exemptons
which require the approval of the Ofice ol the Presdert lhis Ofiice hereby direds the
dissemination of afore.staled Memorandum Circular to all concemed for their
information and guidance.

2. For widest dissemination

Encl.:As stated

Copy fumished:
Records Unit

TO BE POSTED IN THE DIVISION WEBSITE
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DepEd MEMORANDUM
N. 203 , s. 20r.7

DISA4IITATIOI| OF IWORAITDI'M CIRCI'LAR IfO. 35
(Clari$ing and Reinforcing Existing Rules and Regulalions on Forcign Travel

Authorities, Tlavel EntitleEents, and Travel Ilxemptions, Which Require
,-the Approval of the Orlice of the Presidentl

To: Undcrs€crdtaries
Assistarr! Secirtaiies
Efurcau and Service Directors
Retional Dtectors
Schools Division Superintendenta
All Others Conc€rned

1. For the information and guidaice of aII concerned, eflclosed is a copy of

MeEoranduE Circular No. 35 dated November 22, 2Ol7 lrom the Ofrice of the

President entiUed CLdIyllg rld Rdrfotrila E dsttlg RulG. rrd RaiEltlon oo

For.lg! f'trvcl Auttorlua!, Tr.val EatlucEelt., aEd fra9ll Er.EpUon,

Irhlch RoqElrG thc Approy.l of tic OtEcc of thc Pr.6tdG!t.

2. Imfiediate di&semination of this Memorandum is desited.

BnIOIIES
Secrerary

Encl.:
As stated

Reference:
None

To b€ indicated in t}le E4gEgl-bdg!
under the following subjects:

AUTHORITY
BUREAUS AND OFFICES
LEGISIATIONS
POUCY
RULES AND REGUI,ATIONS
TRAVEL

McN/DM pi&mtudon o!t!! !4!:l!Ll9!q!4-rl!!.-!L20L1
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(Enctosure to DepEd Mcmorandrn No. 2O3, s. 2017)

@ttice ot tlle lpresi[ent
oftbe mbilippines

fllalacaiiang

T,E ORANDUM CIRCULAR NO.35

CLARIFYING AND REINFORCING EXISTING RULES AND
REGULATIONS ON FOREIGN TRAVEL AUTHORITIES, TRAVEL
ENTITLEI|ENTS, AND TRAVEL TAX EXEMPTIONS, W{ICH RECIUIRE
THE APPROVAL OF THE OFFICE OF THE PRESIDENT

VYHEREAS, government oflicials and employees can only travel abroad with the
requisite authorization;

WHEREAS, Executive Order (EO) No. 459 s. 2005) specifies the appropriate
offices which may issue travel authorities for drfferent c€tegories of govemment
personnel, and identmes the Office of the President (OP) as the approving authority with
respecl to the following: (a) members ot the Cabinel and officials of equivalent rank, (b)
heads of govemment-owned and controlled corporations (GOCCS) and govemment
linancing institutions (GFls) under or attached to the OP, and (c) heads of agencGs
under or attrached to the OP:

WHEREAS, per EO No. 298 (s. 200a), the grant of official transportation other
than restricled ec,onomy class and lhe reimbursement of adual travel expenses in
excess of the standerd Daily Subsistence Allowance (DSA), even if not involving the
aforesail ofhcials mentioned in EO No. 459, are subjrlct to the approval of the OP;

WHEREAS, EO No. 283 (s. 1987) exempts from the payment of travel tax the
ofncials and employees of the Philippine government or any of ib departments, bureaus
and agencies travalling on official business, and those authorized by the President of
the Philippines for reasons of national interesti

WHEREAS, unauthorized ioreign t,avels of certain government officials have
been observed, and the OP @nlinues to receive requests for foreign travel authority
and entitlement to travEl expenses and allowances that suffer from incomplete
documentation and lack of sufrcient lead time for evalualion;



titrlEREAS, there is e need to clarify and rernforce existing rules and regulations

on foreign travel for the guidance and strict compliance of all concemed;

NOW THEREFORE, the following are hereby ordered

SECTION l. Allowrble Foraign TriPs. No official travel abroad shall be allowed

unless it satisfies all of the following minimum crrteriar (a) the purpose of the triP is

sEictty within the mandate of the requesting government ofncial or personnel: (b) the
proiecled expenses for the trip are not excessive; and (c) the trip is expected to bring
substantial benefrt to the country.

SECTIoN 2. Documentary Roquirements. The destination, duration of travel,
purposes, justifications, and chargeability of expenses should be cleady staled in the
requesl for travel authority, for entitlemenl lo travel expenses and allo\/ances
(hereinafrer travel entitlemEnts"), and for travel tax exemptions. For all official trips, the
request shall state how the subiect trip complies with the minimum critaria indic€ted in
Section 1 above. All requests must includo tha supporting documents indicated in the
following Annexes which form an integral patt of this Circular:

a. Annex "A" for travel authorities and travel entitlements of Heads of
Departmenls, Heads of Government-owned and/or -conlroll€d
Corporations (GOCCS) and Government Frnancial lnslitutions (GFls), and
Heads of Agencies under or attached to the OP;

b. Annex "8" for additional travel entitlements of undersecrelaries, Assislant
Secretaries, Direcrors. and officials of equivalent ranks and other
govemment personneli and

c. Annex "C' for travel tax exemptions of private individuals, groups, or
organizations.

SEcnON 3. Perlod of Submlsslon. The request for foreign travel authority and
its supporting documents must be submitted to the i,4alacanang Records Office (MRO)
at least ten (10) working days prior to the scheduled dale of deparlure, or, in extremely
justifiabh cases to be substantiated in lhe requesl, nol later than two (2) working days.
The MRO may direct lhe representative of the requesting agency or official to proceed
first to lhe G€neral Govemment AdministEtion Offlce of the OP for a preliminary check
of the request and its supporting documents, to ensure that the same are complete p,ior
to its acceptance by the MRO. Late submissions shall not be entertained.

SECTION 4. Tr.vol Erpen3€s and Allowances. The DSA for accommodation,
meals, and incidental expenses shall be based on the United Nations Development
Program (UNDP) rates, which UNDP updates on a monthly basis. Unless otherx,ise
statad in the UNDP rates, the DSA shall be apportioned as follows: (a) 50% for
accommodations, (b) 30% for meals, and (cl 2O'k tot rncidental expenses. Claims for
reimbuGement for actual accommodation rates in excess of the accommodation



component of the DSA may be allowed, but in no case shall it exceed one hundred

thirty per cent (1300/6) of such prescribed UNDP rates.

No replesentation allo\ aan@ shall exce€d the amounts stated in the Aonexes

herein. nor ihall the sa.e be granted to officials who will travel abroad for speaking

engagements only, and for training/study.

The airtares of all govemment personnel shall be limiled to economy class,

excapt for long-haul trips, Jefined as flights exceedrng four (4) hours without counting

lay-overs, in wtrich case business class aifa;es may be authorized.

Section 5. Prohlbidon againsl Cettaln lndividuals. The follo$ring indiviluals
shall not be Eaued ioreign travel authorities, and shall not be entitbd to govemment

funding for such trips:

a. Private individualsi

b. Consuttants oI, and/or those engaged by way of contrac{s of service by,
government agencies, excepl in highly meritorious circumstances (o.9.,

unavailability of qualified employees in highly technical and specialized
fields), and upon Mitlen iuslitication to be submitted by the requesting
agency; and

c- Spouses or children ol govemment offcials, except when diplomatic
protocol or pIacticos provide othen,ise.

Secton 6. Privato Trlps Abroad of Government Officiab and Employoos. No
govemment official or employee shall be allowed lo depart for any travel abroad, even if
such travol is for a purely personal or private purpose without cost to the govelnment,
unless such offcial or employee has duly accomplished the requisite l€ave foms and
has obtain€d the appropriate travel authorization from his or her agency.

S€ction 7, Sanctions. Non-cornpliance wilh this Circular, as rr,/ell as other
applicabl€ laws, rules and issuances, shall be sufficient ground for the outrighl denial or
non-processing of requests for foreign travel authority, entillement to havel expenses
and allowances, and/or travel tax exemplion.

Further, administrative cases for misconducl, insubordinalion or other related
offenses under the CMI Service Commission Revised Rules on Administrative Cases in
the Civil Service and/or other relevanl laws, rules and regulations shall be filed against
govemment personnel traveling abroad without the requisrte authority. The liling of said
cases shall be without poudice to olher liabilities and personnel actions allowed under
existing lar,!,s, rubs and regulations.

Soction 8. Directiye to the Bur€au ot lmmigration. The Bureau of lmmigration
is hereby directed to strictly enforce the provisions of this Circular. and promulgale the
necassary rules and regulations to accomplish the objectives set forth herein.



Soc0on 9. Rgpeal. The provisions of Memorandlm Circular No. 7 (s. 2010), as
well as other ordeE and circulars inconsistenl with the foregoing provisions, are hereby
moditbd or repealed accordingly.

S€ction 10. Separability. lf any provispn of thrs Crrcular is declared invalid or
unconstitutional, the other provisions not affected thereby shall remain valid and
subsisting.

S€ction 11. Effectivity. This Circular shall take effect immediately

DONE, in lhe City of Manila, this 22Dd day ol Noverber , intheyearof
Our Lord, T\.yo Thousand and Seventeen.

By authority of the President

SAL OOR C. MEDIALDEA
Executive Sxretary A
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ANNEX 'A"

For Heads of Departnents, of GOCCS and GFls, and of Agencies und€r or
Attached to OP, Requesting Trayel Authority and Entigement to Travel
Exponses and Allowances:

('l ) lnvitations and/or notices of meetings;
(2) Confirmation of the dates of meetings/conferences/convenions,
(3) Administrativearrangements;
(4) ltemized statement of travel expenses and allowances, and their

chargeability (Ior those that will be covered by government funds);
(5) Flightitineraries;
(6) Schedule of activities;
(7) Justifications for entitlement to hotel allowances based on actual rates

(*rose in excess of the UNDP DSA rates intended for
accommodations), airfares on business class, and non-commulable
representation allowances, which should rot exceed One Thousand
US Dollars (LJS$1,000.00), only for those who need to avail themselves
of these additional expenses;

(8) Lrst of members of Philippine Delegations (whenever applicable);
(9) Advice on the name of official who shall be designated as Acting

Secretary,/Head or Offi cer-in-Charge; and
(10) For trips abroad without cost to the government, specify lhe

chargeability of lravel expenses and allowances, and include lette(s)
from the sponsoriflg organizationvagencies/indrviduals, regarding the
travel expenses that they will cover (whenever appllcable)



ANNEX "8"

For UndeEocretaries, Assistant Secratalles, Directors, and Oflicials of
Equlvalent Ranks, and other Gove.nment Personnel, Requsstlng Entltloment
to Addltional Travol Exponses and Allowancos:

)
)
)

5
6
7

(1)
(2t
(3)
(4)

(8)

(e)

lnvitations and/or notices ol meetings;
Conlimation of the dates of meetings/conferences/conventions:
Administrative arrangements;
Itemized statemsnt of travel expenses and allowances, and their
chargeability;
Flight itineraries;
Schedule of activities;
Justificalions for entitlement to hotel allowances based on actual rat€s
(those in excess of the UNDP DSA rates intended for
accommodations), airfares on busin€ss class (for Undersecretaries and
Assistant Secretaries, and officials of equivalent ranks), and non-
commutable r€presentation allowances, which should not exceed Five
Hundred US Dollac (US$500.00) for Undersecretaries and those of
equivalent ranks, and Three Hundred US Dollars (US$300.00) for
Assistant Secretades and those of equivalenl ranks;
Certified true copies of Travel Authorities and/or Assignment Orders
issued by lheir rospective heads of departments/agencies; and
List of members ol Philippine Delegations (whenever applicabl€)
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ANNEX "C"

For Privato lndivlduals, Groups, or oiganizations reque3ting Travel Tax
Exemptlon:

(1) lnvitations to participate in competitions, performanc€s, and simrlar
aclivities; and

(2) Endorsoments by relevant govemmenl agencres concerned. \rvith a
statement on how the requested travel tax exemption will advance lhe
national interest




