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MEIORAYDUM CIRCULAR

W,

0 ¢ The Assistant Administrators; Heads of Departments/Staffs;
- Heads of Foreign—Assisted Projects; Regional Irrigation
 Managers; UPRIIS/MARIIS Managers; Provmc:.al/Proaect Irri-
gation fEngineerss Irrigation Superintendents; Corporate
Auditor, Regional/Project Auditors; Reg:.ona.l/Pro.] ect Accoun-
tantsg Cashiers and all others concerned., .
.National Irrigation Administration = | ’

. SUDJECT

NATTOLAL SUDGET CIRCULAR MO. 385 DATED NOVBMSER 12, 1986 FOR
THE IMPLEMEHTATION OF EXECUTIVE ORDER NO. 53 DATED OCTOLIR
29, 1986 ENTITLED "INCREASTIG THE AMOUNT OF TRAVELING ALLOW-
ANCES OF GOVERIMEIT OFFICIALS AND SPLOYEES IwCLUDING LOCAL
COVERIMENT UHITS AD GOVEAMENT-OWNED AND/OR. CONTROLLED -COR-
PORATIONS WED':IIT o OI‘FICIAL TRAVEL WITHIN TIHE PHILIPPINES".

Quoted herewnder in full is lational sudget Circular fo. 305 dated No=
vember 12, 1986 issued by the Comm:.ss:n.on on Audit and M:Lnlstry of uudget and
“’Iana.gement mplementmg the guidelinhes of Executive Order No. 53 dated Oc—~
tober 29, 1986, for the mi,‘ormation and guidance of all.- concexneds

" Republic of the Philippines
MINISTRY OF -UDGET AD MANAGEMENT
COMMISSION OF AUDIT

;\TATIOIIAL SUDGET CIRCULAR IO, 385
Novembe;: 12, 1986

TO . ¢ ALL HEADS OF MIWISTRIES, LUREAUS, QFFICES AND AGENCIES
' * OF THE JATIONAL GOVERILEIT, SELF GOVERHING JOARDS AND
COIMMISSIONS, STAVE UNIVERSITIES AWD COLL3GES; MAIAGING.
HEADS OF GOVARIMENT OWHED AND/OR CONTROLLED CORPORATIONS;
PROVLICIAL GOVERHURS, CITY AiD MUNICIPAL MAYORS: COA MA-~
NAGERS/RBGIONAL DIRECTORS, AND HEADS OF coa AU])ITI'L\IG-
UNIYS; AWD ALL OTHERS COWCERIED,

SUSTECTs IMPLEEITTNG GUIDELINES OF EXWCUTIVE ORDMR NO. 53 DATED
OCTOLER 29, 1936 ENTITLED "INGABASING THE AMOUNT OF TRA-
VELING ALLOWANCES OF GOVERMMENT OFFICIALS AND EMPLOYEES
 TWCLUDING IOCAL GOVERNMENT UNITS AND GOVERNMEIT OWNED
AWD/OR CONTROLLED CORPORATIONS WHAN, ON OFFICIAL TRAVEL
. WITHIN THE PILIPPINES"

1,0 PURPOSE
This Circular is issued to provide the necessary riles and
regulations for the implementation of Executive Order Ho. 53 dated
October 29, 1986 entitled "Increasing the Amount of Iraveling Al-
lowances of Government Officials and Bmployees Including Local

. Government Units and Gavernment Owned and/or Controlled Co:r:pora:—
tions When on Official Travel Within the Ph.].llppn.nes"

2,0 COVERAGE AND PRO&II.,LL'IOlu FROM :LDDITIOAAL 'ELAVEL EMOLUMENTS

2.1 The prov:Ls:Lons of Executlve Order Ko. 53, s. 1906 shall apply
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to officers and crployees of the natlonal and lOcal govern-
ments, as well as those of government corporations, self=-
governing boards, agencies, and commissions, who are on of—-
ficial travel within the Philippines,

2,8 No additional emoluments in the nature of per diems or trave-
ling expenses within the country may be authorized by any go-
verning board or government owned and/or controlled corpora~
tion including financial institutions.

340 LEFIVITION OF TiRMS

For purposes of this Circular, the following terms'shall be
construed to mean as followss

3¢1 Permanent Official Station shall mean the place where the
office or regular place of business/work of the officer or
employee concerned is permanetly locateds Agency heads
shall specify in-writing the permanent official station of
personnel assigned to regional/field officas, branches, or
units in localities away from the central office of thelr
regpective agencies.

3.2. Senior Management Positions and equlvalent shall include the
followings :

a) National Government Agencies. Assistant Ministers, Ju—
reau Directors, Assistant Jureau Directors, Regional Di-
rectors, Assistant Regional Directors, Ministry Service
Chiefs; and other poeitions of equivalent rank.

b) vaernhent Jorporations. Heads, .ssistant Heads, Re~
gional Directors, Chiefs of Departments and other posi-
tions of equivalent rank,

c) Local~Govérnmeﬁt Units. Governors, City Mayors, Munici-
pal HMayors, Vice Governors, City Vice Mayors, Municipal
VlceAMayors, .

343 Middle Management Positions and equivalent shall include the
followings

a) ilational Government Agencies. Chiefs of #ivisions, and
othexr positions of equivalent rank.,

b) Government Corporations. Chiefs of Divisions, and other
positions of equivalent rank, » .

c) - Local Government Unlts. Members of Sanggunians, Chiefs
of departments/offices, Assistant Chiefs of depztments/
offices, Chicefs of divisions.

3«4 Highly Urbanized Cities refers to Metro lManila {Manila, Quezon
City, Caloocan City, Pasay City, rakati, Mandaluyong, San Juan,
Pasip, Parafiaque, Marikina, Las Pifias, luntinlupa, Pateros,
Taguig, Malabon, Havotas; Valenzucla); usaguio City; Olongapo
City; wacolod City; Iloilo City; Cebu City; Zamboanga Citys
Butuan City; Cagayan de Oro City; Davao City; and Iligan City.

3¢5 Other Chartered Cities refers to chartered cities not inciuded
in the above enumeration. R

4.0 ALLOVADLB TRAVEL EXPENSES

Sections 1 and 2 of Executive Ordetr.lio, 53 authorize the payment .
ofs (a) traveling allowances, and(b) actual transportation

, - fares, lo other item of travel cxpenditure shall therefore be
allowed under this Circular. '
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5¢0 TRAVELING ALLOWANCE

501

Group I '

The traveling allowance of government officials and émployees
shall be inclusive of per diems, daily allowancesj incidental
transportation, and other related expenses while in the field
The allowable rates of dally travcllng allowence shall be as

‘.followss

Rate of Allowance

Metro ianila S A o
and other - Places
highly - Other" other
urbanized - ‘Chartered ~ than
_cities Cities - C;ties

Senior Manage—

~ment Positions

and equlvalent o o .

Pirst fige days $100,00 P 90,00 P 80,00
After five days ' 80,00 . 80,00 - .80.00 -

Group II

Middle Manage-
. meht Positions
and equivalent

» . - '
First five days ' P 90,00 . - P 80,00 ° P 70.00
After five days . 70.00 70400 . 70,00

Group.III All other national,

government corporation
and local government
cmployees

First five days ' P 80,00 P 70400 P 60,00
After five days ' 60,00 . 60,00 60,00

5e2

v

5¢3

504

A full travellng allowances shall be allowed only in cases of
absence from the permanent official statlon on official busi-

ness for one full day.

In cases where ‘such absencebls for l ass than a full day, only.
the correspondlng fractional part of the allowance shall be
allowed, . For this purpose, a traveling allowance shall be

- divided equally into four. units corresponding to breakfast,

lunch, dinner, and lodging,. Bach of these units shall be
determine in accordance with the following rules:

.reakfast  When leaving the permanent official station

R ‘before or returning thereto after 7300 .a.m.

Lunch ” When leaving the permanent official station
"before or returning thereto after 12:00 noon.

‘Dinner When leaving the permanent official station be-

. fore or returning thereto after 7800 p.m.
Lodging . - Whenlleaving the'permanent official station
' before or returnlng thereto after 12 00 mid-
night,

The allowance prescrlbed in this Sectlon, or the correspondlng

Units thercof shall not, however, be allowed in cases where

the fare paid for transportation.includes meals and gquarters
enroute, or where meals and lodging are paid for or £urnlshed '

- by the government.
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THANSPOR TATION

6.1 Ministry heads, or equivalent positions shall determine the

: mode and class of transportation to be taken which shall be

. the most advantageous to the government from the standp01nt
of - economy and efflUlency.

TN
1S

As a @eneral rule, only the ordinxy public conveyances or
customary modes of transportation shall be used, The use of
taxis and chartered trips or special hires of PUs, garage cars;
launches, motorboats, sailboats; bancas and other extraordi-
nary means of transportation shall not be allowed unless jus-
tified by the prevailing circumstances,

6e3 The amount of transportation allowable shall be the actual.

fare at the prevailing rates of' the authorized transportation.
from the permanent official station to the destination or place
- of work or assignment in the field and back, plus other ex-
penses, such as transportation and portcrage from office or

- residence to points of embarkation and from points of debarka~

. tion to office or temporary residence in the place of assign-
ment in the field and return, It shall ‘not include local trans-
portation and other expenses after arrival in the office or .
temporary residence in the place of a331gnments in the field 9
which are contemplated to be covered by the traveling allowancc
defined in Sectlon ‘5 hereof,

6e4 In cases where government vehicles are usged in the travel, the
" officials and employees concerned are not entitled to the ac-~
tual tiansportation fare. :

645 Under no cidrcumstances should fuel be issued to privately-
owned motor vehicles., No reimbursement for the cost of gaso-
line and o0il shall be allowed where a private vehicle is used;
however, the officials and employees concerned shall be enti-
tled to the reimbursement of the equivalent cost of the custo-
mary mode of transportatlon.

7.0 LIMITATION

To1 The following officials and employees shall not be entitled
to the authorized traveling allowailcess
rd . B
a) Officials and employees whose permanent official station
"is within Hetropolitan ilanila Area and are authorized to
travel to places within this. area; and

b) - Officials and employees whose permanent official station

‘ is in places other than .letropolitan Manila Area and are
authorized to travel in places within the clty/town wherein
their official station is located.

. Te2 These officials and employees shall, howover, be allowed reim—

0

burscment of acthal fare at the prevailing rates of transpor-
.tation from permanent official station to the destination and
back, and the authorized cost of meal. allowance auly supported
by receipts. '

_UDGETARY ALLOCATION T : .
¢
841 For CY 193 6 mlnlstrles/agencles, goveinment corporations and.
local NOVernment units shall live within their approprlated
budgel for travel; hence, there shall be no incrcase in their
appropriation for the purpome. '

8e2 Tor CY 1987, the total émdunt to be appropriated for travel
allowance, eoxclusive of actual transportation cost such as



plane/¥oat/bus fares, shall be based on the exigencies of the
service and on the actual travel needs of the ministries/agen-
cies, government corporations and local government units as
shown in their actual expenditures incurrec in the precedlng
yeax,

9,0 MAWER OF PAYMAT

91

Je2

Sefore starting on an official trip, the officer or employee
concerned shall prepare a detailed itinerary on the form shown
in Appendix "A" hereof., The itinerary shall in all cases be
approved by the agency head or his duly -authorized representa~
tive,

In the case of national government agencies, where the travel
will last more than a month but not exceeding three months, it

' shall be further approved by the Ministry Head ‘concerfede How-

93

944

ever, if the duration of the travel exceedsa three months, it
shall be further approved by the President or the official to
whom the authorlty has been delegated.

]
The Itlnerary of Travel shall be serially nuabered and prepared
in triplicate, ‘he original shall be attached to the correspon-
ding payment voucher where the payment of the expenses is made,
The duplicate copy shall be kept in a central file in the head
office of the agency and the triplicate copy shall be retained
by the officier or .employee concerned.

Tlowever, in cases of employees of agencies with fully decentra~

lized field offices in the Regions maintaining complete cash,

9e5

v9,6

accounting and auditing services, the copy of the Ltinerary
of Travel intended for the central file in the head office of
the agency shall be retained in the local file,

The traveling expenses, if no transportation is provided by
the Yovernment, shall be determined om the basis of the pre-
viously approved itinerary and paid tc the officer or employece
in advance of the trip.

Payments-made in accordance with this Circular shall not be
construed as cash advances but as direct charges to the appro-
priations or allotments, Consequently, the grant of all forms
of cash advances for travel is prohibited,

10,0 ADJUSTLEITS.

101

Where a trip is cancelled, the amount paid in advance if any,
shall be refunded in full, In cased where the“trip is cut
short or terminalted in advance of the itinerary, the excess
payment shall likewise be refunded. 'These refunds shall be
made immediately upon cancellation ox termination of the trip
and it shall be the primary duty of the agency heads to see
to it that such refunds are gnforced promotly.

10,2 When a trip exceeds. the approved itinerary,the additional

traveling allowances due shall be paid upon satlsfaction of
~ the follow1ng requlrementss

104241 The officer or employee concerned shall submit a writ—
ten justification satisfactory to the agency head
an additional itinerary for the overstay in the fluld
or extension of thc trip.

106262 Where the, whole traVel exceeds 30 days, approval of
‘ the Higher Authorities concerned shall first be secured
before the/additional payment shall be made.
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11,0 SAPEGUARDS

12,0

13.0

14‘0

1141

It shall be the responsibility of the agency head to see to
it that the privileges granted by #.0., No. 53 as implemented
by this Circular are not abused. As an aid to them in dis-
charging this responsibility, the following minimum require-
ments shall be strictly observed:

11e1¢1 The officer or employee concerned shall as usual se-
cure the customary "certificate of appearance" if prac—
ticable, or equivalent evidence of the trip, and pre--
serve the used ticket for the transportation availed of i
-of in accordance with Section 6 of this Circular,
These documents shall be submitted immediately upon
completion of the trip to the supervisor concerned who
shall invalidate them with any appropriate notation
to preclude their subsequent use,

11 142 Upon completion of the trip, the officer or employee
. concerned and his immediate supervisor shall accomplish
the Certificate of Travel Complete in Appendix "%
hereof, This certificate together with the certificate
. of appearance or equivalent and the used transportation
tickets shall be attached to the corresponding payment
voucher to bc submitted to the auditor.

11.2 To supplement these uniform precautionary measures, each agency

shall develop its own rules and regulations designed to provide
such additional safegtuards as are best suited to each particu~
lar conditions, These supplementary rules and regulations shall
be circularized within the agency concerned and a copy thereof
_furnished the Chairman, Commission on Audit for his information
and evaluation.

AVATL& JILITY OF FUND

The expenses authorized herein shall be subject ,to availabi-

lity of lunds duly released/approved for the purpose.

AUDIT

13,1 Hational, corporate, provincial, city and municipal auditors

1342

shall, in addition to other established audit procedures, ob-

serve additional steps in the post audit of traveling expense

vouchers designed to enforce faithful compliance with the pro-
visions of this Circular,

The requirements in Section .11.,1.1 and 11,1.2 hereof, for the
gubmission of the customary certificate of appearance, used
transportation tickets and the certificate of travel upon co.—~
pletion of the trip, are intended to provide minimum evidences
of the actual travel, Unless these requirements are complied
with, the corresponding voucher shall not be allowed in post
audit and the burden of proof shall be upon the employee con-
cerned to show by the production of other documentary evidence
satisfactory to the auditor, that the travel was actually made.
A voucher thus suspended in post audit shall become a disal-
lowance after 90 days in accordance with Section 32 of Presi~
dential Decree lio, 1445. ilxcess payments shall become imme-~
diately due and demandable from the officer or employee con-
cerned, and the provisions of Section 37 of Presidential De-
crce No, 1445 may be resorted to, if necessary,

AEPSALING PROVISIONS

This Circular supersedes General Circular Ho. 127 dated
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Hovember 27, 1973 and rspeals, amends, modlfles all other
rules and regulations of the Commission on Audit and the -
Ministry of _udget and HIa,na,gement or portlons thereof that
are inconsistent herewith. _—

(15,0  EFFECTIVITY

This Circular shall take effect on Hovember 1, 1986

(SGD.) - ALLREITO G. ROMULO (SGD ) TEOFISTO T, GUINGOMA, .-
‘Minister Chairman

Ministry of _udget and Management ' : 'Commn.ss:Lon on Audit!

.Compliance by .all concérned is hereby enjoined.

: : . (SGD.) FADERICO N. ALDAY, JR.
PPG/vem : Administrator

-~ Janvary G, 1997




APPENDIX A

L

AGENCY

T Date
ITIHERARY OF TRAVEL

ilame

Position ___ . Monthly Salary

Official Station

Purpose of Travel

_ 8 e 3___. Time s 3 Allowable Expenses g
Date sPlaces 0 Depart~ : Arrival ¢ Means of smg’i:'f:"-_g Daily sTotal
LA ure g ¢ transport-*? ation ; pPersAllowvance§Amow
gvisited : s SAral 3 : Diems :
K ] kS s 3 s ; s
$ 3 s 3 g : 3 3
: 3 : 3 s 3 3 $
: : 3 g 3. 2 8 s
: : : : 2 s 3 3
3 : s : : .3 : g
3 s : 3 3 3 3 3
3 2 3 3 : 2 : 9 .3
] 2 3 23 $ H H H
s : s 3 : 3 s s
) 3 3 H 3 H 33 :
3 3 : 3 8 3 3 3
3 8 + : : 3 s 3
s s g : H 3 s 3
3 8 s g s 3 3 g
: 3 : 3 + 8 s 3
H 3 3 H 3 8 H H
H 3 s S 3 8 3 3
TOTAL
(2) I certify thats (1) I have o (1) Prepared by:

reviewed the foregoing. itinerary,.
(2) "he travel is necessary to the
service., (3) The period covered is .
. reasonable. (4) The expenses claimed (Official/Emplc

are proper, ’ . -
Ny prop - (3) APPROVED:

(Supervisor) ' . (Chief of Qffic..



(AGENGI")

CERTIFICATE OF THAVEL COMPLETED

Agency Head,

I CERTIFY THAT I have completed the travel authorized in Itmera:r.'y of
s dated o, under con-

Tra.vel Ho,.

Station

-Date

ditions indicated below: .

-
[T

VAR
VA

Explanations or justificationss

Strictly in accordance with the a.pp:t'oved

itinerary.

Cut short as explained below, Bxcess payment
in the amount of P___ __ was refynded on
Oo_io IqOQ - ‘, dated

Extended as explained below, Add;l.nonal
itinerary was submitted.
Other deviation as explained below.

Bvidences of travel attached hereto:

Respectfully submitteds

(Officer or imployee)

On evidence and information of which I have Knowledge, the travel-
was actually undertaken,

Supervisor



