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DIVISION MEMORANDUMNo. 4Lz- , s.2021

To Assrstant Schools Dvision S uperintendent
ChiefEducation Supervisors, CID ard SGOD
Public Elqnentary and Secondary School Heads
AII Others Concemd
This Division

FROM

DATE August 9, 20

SUBJECT DISSEMINATION ON DBM.CL 2O2I-7 GUIDEI-INFS ON THE
ROIMBIJRSEMEITT OF INTERNET AND MOBILE DATA
SUBSCRIPTION f,XPENSES OF GOVERNMENT EMPLOYEES IN
VIEW OF THE ADOPTION OF ALTERNATIVE WORK
ARRA.NGEMENTS DUE TO COVID.l9 PANDEMIC

1. Thrs Office hereby informs the fietd on Departmert ofBudget and Managemenl
Circular Letter No. 2021-7 dated July 1, 2021 erttitted GUIDELINES ON THE
REMBURSf,Mf,NT OF INTERNET AND MOBILE DATA SUBSCRIPTION
EXPENSES OF GOYERNMENT f,MPLOYEES IN VIEW OF THE ADOPTION OF
ALTERNATIVE WORK ARRANGEMEI{TS DUE TO COVID-19 PANDf,MIC.

2. Yol may use the soft copy of Accomplishment Repon and Certification on

Services Rendered under the Work fiom Home Arratrgement (Amex A) seot through

Facebook Messenger Groups MC Elementary SH ond M(: Secondory SH.

widest dissemiDation and campliatrc€ to this memorandufl is enjoined.

VICTORIA
Schools Divi
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TO If, POSrlD III TEf, \,V[,SITE
Cop, fimish€d. Redds Scction
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Addrcsr sayre Hi-way, Purok6, Casisan& Malavbalav CltY

Telehx No.r Oga-314-0094j T€lephone No.: 08a€13'1245

GAZO, PhD,
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CIRCULAR LETTER No.. 2021 7

IIIy 1, 2021

For All Heads of Departments, Agencies, Bureaus, and Offices of the National
Govemment, including Commissions/Offlces under the Constrtutional
Fiscal Autonomy Group (CFAG), Goveroment-Owned or -Controlled
Corporations (GOCC5) Receiving Budgetary Support From the National
Government, State Universiies and Colleges (SUCS), Local Government
Units (LGUS), Constitutional Offices, and All Others Concemed

Subject GUIDEUNES ON THE REIMBURSEiIET{T OF II{TERI{ET AND
MOBILE DATA SUBSCRIPTION EXPENSES OF GOVERNMENT
E]IIPLOYEES IN VIEW OF THE ADOPTION OF ALTERI{ATIVE
WORK ARRANGEMENTS DUE TO THE COVID.l9 PANDEMIC

1.0 Background

The Civil service Commission (CSC) rssued I'lemorandum Circular (MC) No. 101 on
07 May 2020, as amended by CSC MC No. 182 dated 15 October 2020, prescribing
the revised interim guidelines for alternative work arrangements and support
mechanisms for workers in the government during the period of State of Public
Health Emergency in the country due to the COVID-l9 pandemic.

Pursuant to CSC MC No, 18, s. 2020, government agencres are authorized to adopt
any or a combination of the altemative rr,/ork arrangements prescribed therein,
including the work-from-home arrangement (WFHA).

In relation to this, agency heads are directed to ensure that employees have access
to or are proyided with communication equipment or facilities, such as

computer/laptop, internet or e-mail, facsimile, telephone or mobile phone to facilitate
the implementation of the WFHA.

Moreover, agency heads are directed to ensure that all workers are afforded wrth
adequate support mechanisms, such as deftayment ol reasonable exPenses
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incurred during the WFHA, subject to existing budgeting, accounting, and auditing
rules and regulations.

2,O Purpose

This Circular is berng issued to provide the interim general guidelines and standards
on the varyrng expenses of government agencies on communications, with the
adoption of the WFHA as an alternative work arrangement allowed by the CSC.

3.0 l{ature of Communlcations Expcnse Reimbursement

3.1 As contained in this Circular, the reimbursement shall cover neasonable
internet and moblle data subscriptlon expenses incurred by
govemment employees under the WFHA in connection with the performance
oF their officlal functions in support of the operdtions of ule agency, subject
to exrsting applicable budgeting, accounting, and auditing laws, rules and
regulations,

3.2 The reimbursement of lnternevmobile data subs€ription expense is intendd
to augment or defray som€ of the c.sts personally incurred by said
employees while carrylng out otficial duties/tasks under tr|e WFHA, and not to
cover the actual total cost.

3.3 The reimbursement of internevmobile data subscription expense shall not
be automatlcally grantcd to government employees under the WFHA and
shall be based on a corresponding request for reimbursement by the
employees concerned, subject to the submission of necessary documentary
requirements.

4.0 CoYerage

4.t Regular, casual and/or contractual employees of the government may be
allowed to reimburse internet/mobile data subscription expenses.

4.2 On the other hand, the following ernployees are excluded from those who may
be entided to the reimbuEement of internevmobile data subscription
expenses:

4.2.1 Consultants and experts engaged for a limited p€riod to perform
specific activities or services with expected output;

4.2.2 Those hired on a contract of service and/or job order basis;
4.2.3 Those providd with omcial cellular phone subscriptions with

internevmobile data package allocation of 4 GB and up; and/or
4.2.4 Those who are recerving other gmilar benefits on trle reimbursement

of communications-related expenses amounting to Php 300 and higher.
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4.3 The Commissions/Offices under the CFAG, as well as the GOCCS with
budgetary support from the national government and the LGUS as authorized
under their respective corporate or local government budgeB ard applicable
issuances, are skongly encouraged to adopt and implement the herein
prescribed guidelines.

5.O General Guidelines

5.1 Government employees who are duly authorized to report under the WFHA
are entitled to request for reimbursement of intemevmobile data subscription
expense.

5.2 The total reimbursable amount for intemevmobile data subscription expense
per employee sh.ll not erceed ttree hundred p€so6 (Php 3@.OO)3 pel
month, using the following rationalized scMule:

R.b
1to5 - _ -25Vo..

..50%
7s"1.

1000/o

75
150
225

6 to 1l
12ls 16

17 and more

5.3

5.4

300

The agency concerned shall determine the appropriate amount to be set for
its employees, depending on the nature of its work and other applicable
parameteE, subject to the available funds of the agency under its
Maintenance and Other Operating Expenses (MOOE).

For pad-Ume government employees, the amount shall be pro-rated
corresponding to the services rendered. If employed on part-tirne basis with
two (2) or more agencies, an employee shall be entitled to proportionate
arnounts correspondirE to the services in each agency, provided that the total
claim shall not exceed the au$Erized amount,

Only the days where an employee is reportjng under the WFHA shall be
considered as eligible for the reimbursement of intemevrnobile data
subscription expense.

The days where an employee rs reporting under a skeleton/skeletal workforce
arrangement and any other working arangement wherein an employee is
physically reporting to the office premises, and when an employee is on official
leave, whether wrth pay or without pay, and on compensatory time-off, shall
not be counted,

0

Amqrtt
rao. d D.F dr wFlrA

' IL{rJ, !tc n'tr(.1trx,hilc rhtr nr(I.ilc.umnll! r\',il.,lnt



5.0 DocumentaryRequirements

6.1 All requests for reimbursement of internevmobile data subscription expense
must be accompanied by supporting documentary requirements, such as, but
not limited to the following:

6.1.1 Approved authority or office order for employees concemed to report
under the WFHA in the agency; and

6.1.2 Accomplishment report specificnlty identifying the tasks rendered by
the employee which needed the use of internevmobile data during the
days when he/she was under the WFHA and claiming reimbursement
for the intemet/mobile data subscription expense, with certification by
the employee concerned and the bureau/service/omce head, usng the
attached template (Annex A).

,,O Funding Source

7.t For national govemment agencies, includrng the SUCS, the amounts required
for the reimbursement of rnternevmobile data subscription expense to
employees shall be charged against the respedive available MOOE allotrnent
of the agency/Suc, provided that all authorized mandatory expenditures shall
have been paid first, subject to existing budgeung, accounting, and auditing
laws, rules and regulations.

7.2 In case of deficiency in the provision of internevmobile data subscrlption
expenses in the agency budget, the agency may modify objects of
expenditures within the MOOE items, except those mandatory MOOE items
cited under Section 74 of the General Provisions of the FY 2021 General
Appropriations Act (GAA) and applicable provisions of succeeding GAAS. The
modification shall be supported with an accomplished Modification Advice
Form duly signed by the approving authority or his/her designated
representative.

7,3 The grant of the reimbursement of lntemevmobile data subscription expenses
shall be accommodated within the existing MOOE budget, with no option for
any case of MOOE deficiency to be later covercd through augmentation.

8.0 Perlod of Availability

The reimbursernent of internevmobile data subscription expenses of employees who
are authorized to work under a WFHA shall only be provided during the adoption of
alternative work arrangements in the government, in view of the declaration of State
of Publlc Health Emergency brought about by the COVID-19 pandemic.
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9.O Responsibility of Agency Heads

9.1 Agencies are required to instjtute their respective internal implementing rules,
guidelines, and/or pffiedures following the generdl guidelines and limitations
prescribed in this Circular.

9.2 Agencies shallensurc the judicious and prudent use ofgovernment funds, and
that the reimbursement of subject intemevmobile data subscription expense
should not duplicate with any other similar or related expens€s for the
purpose,

9.3 Agency heads shall be held responsible for the proper implementation of the
guidelines under this Circular. They shall be held liable for any reimbursement
of internevmobile data subs€ription expense not in accordance witi the
provisions of this Circular, without prejudice, however, to the refund of any
undue payments received by the employees concerned.

1o.0 Updaung and Review of Guidelincs

The guidelines prescribd under this Circular shall be reviewed and updated in
accordance with subsequent guidelines affecting altemative r/York arrarEements in
government to be issued by the CSC and other relevant agencies.

11.0 S€parabillty

If, for any reason, any part or provision of this circular is declared invalid or
unconstitutional, the other provisions not affected thereby shall remain in full force

and etfect.

12,O R€pe.l

Unless otherwise provided by a separate law authorizing higher rates of
communications expenses authorizd herein, all issuances, rules and regulations

contrary to or inconsistent with the provisrons of this circular are hereby repealed,

modified, or amended accordingly, subject to existing apdicable budgeting,

accounting, and auditing laws, rules and regulations.

13.0 E rectivity

This Circulal shall take effect immediately upon publication in the Officlal Gazette or

in a newspaper of general circulation.

WETIDEL E. A
Secretary



DBM CirEulor t-ctlcr No. 2021-7 datcd July I. 2021

A I{EX A

(Agency Iame)

ACCO,IIPLISHMEI{T REPIORT AND CERNFICATION
O'I SERVICES REI{DERED UNDER THE WORK FROU HOIIE ARRA]IGEMEIIT

(Bonth + Year)

Batr€a Scrvica Olfrc.
ama

1{o.

l. b€mplei dtld of inE et tsrdl oa ptdtEtivity en dteagrt
ia gocfinE rt

2. E amr,E: Patticiptim in webirEt/ta'ninq on _ fron
tine

3. Exal]Jpbt AtEadanc to ionthly ndng of _ ftdn (iDdi@E
tilne

- llolhing dlows -

lurE 2

lulte 3

Total o. of Dayr CLlm€d 6r:
Aepaic.ble R.te (Grt):

Total Oalmable lmount:

PurpGa:

To chlm for reimbursement of internevmotil€ data subsdipton actually incurred by the undersigned
in the performance of ofrioal and authorized dutres under the srork fto.n ho.ne ar.arE€ment lor ttle
period

The abve expenes aE tncund as they are necesgry bt the aboe<iM put4g, atd tl@t wc are
lully aware that willful falsifianioo of statenenE is punishable * bw.

flre Frsonnel @temd ts not aduH hon cla ning rcimburseoeot ol antedEt/nbtile <iab
in the Ettinent gulCelltEs for the puDose.

Certifled Con€d: Verified and Recommenfu

( rme ot Emplovte)
l,oCUon

SigrEturc

Olta

(l|amc ot Aure.u/Servlc./O'mc. Hed)
Poaldon


