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Fiemorandum Circular No, 60 s, 1993 from the
President dated July 8, 1993,

Quoted hereunder in full is lemorandum Circular No. 60,

8, 1993 for your information and. guidance.
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MEMORANDUM CIRCULAR NO. 60

E31TABLIS hILG 4 SYSTEM TO EN3URE SLiOOTH
FLOW OF TRAWSACTIONS I GOVLRNLIENT
AND PROLPT RESPONSE TO PUBLIC REQUESTS

JT“RLAS, it is the pollcy of the Government to promote
and inculcate among government officials and employees
norms of conduct expected of civil servants;

JHIERTAS, Republic Let 6713, otherwise lmown as the
Code of Conduct and Bithical Standards for Public Officials
and IZmployees, provides for the dubties and responsibilities
of pubch officials and employees to ensure prompt and
regponsive delivery of public services;

JHEREAS, the rules 1mplement1n5 the said Code of
Conduct and EZthical Standards promulgated by. the Civil
Service Commission provides for the institution of reforms
in the syeuems and procedures in government, transparency
on vransactions and aceess Go information and incentives
and rewards system for officials and servants who have
denonsirated exemplary service and conducth;

WHERZ4LS, Executive Order No. 89, series of-'1993,
reiterate the policy of full public disclosure by
directing all heads of executive depariments and agencies,
ineluding sovernmeni—ovwned and controllee corporations, to

Hlmpleﬂent a policy.of accessibility and uransparency, and, -

JIIERTEAS, strict adherence to these policies shall be
enforced for the Government to best serve the interest of
the people.
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NOW, YIIZREFORE, I, FIDEL V, RalOS, President . S B
of the Republic of the Philippines, by virtue of the powers vested
in me by the Constitution and the laws, do hereby order as follows:

‘Section 1, In line with the efforts of tlie Govermment to
establish an efficient, effective and responsive bureaucracy, there
is hereby established a system to ensure smooth flow of transactions
and prompt acvion on the problems, complaints, ingquiries, requests
for assistance from the public and other frontline services,

Section 2, All heeds of execubtive depariments, bureaus,
ingtrumentalitvies, offices and egencies of government, as well as
govermment—-ovmed and controlled corporations, s:all strictly
observe the »provision of RA 6713 .requiring public officials and
employees %o respond to letters and routinary requests sent by the
public within fifteen (15) days from receipt.

Section 3. All heeds of offices shall, vithin. thirty (30)
days, formulate rules and rcgulations thatv shall govern matters
requiring adainistrative decisions in their respective agencies to
ensure prompy, adequate and responsive acivion. The rules and
regulations shell:

(a) ddcatify frontline services being delivered by the
agency, the flowchart for each service and the
precscribed length of time to process them;

(b) esgbtablish a system of rewards in recognition of good
performance as well as administrative sanctions to
enhance compliance with the rules promulgated in the
agency, consistent and in compliancc with the Civil
Service rules and regulations;

(¢) institute a system within the agency which shall
enforce and monitor compliance with the iteules
and regulations and determine apwropriate work
gtandzrds and work targets, amonzi others,. The
monivoring system shall provide for the keeping
of records/journal ®hat shall indicatve the date
of receipt and the aciion talken on the matter.
The journal shall be made available o anyone
in line with the government policy of .
transparency; and,

(8) infusec the culture of courtesy in the office.

Section 4, A senior officiel, with the rank of Undersecretary
or its equivalent, shall be assigned to ensurc . sitrict compliance
with the »romulgated rules and regulations in cvery department or
agencye.

Section 5. The Office of the Presideni shall set up a ,
counterpart team which shall assist the Departments/agencies in
monitoring compliance with the promulgaved rules and regulations.
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Section 6 All government agencies shall subnit to the
Office of the Ixecutive Socretary, through the Pres1dunt1al
Managemcnu Sbaff the follow1n

(a) name of the Undersecrebary assigned to monitor
comnllance in the agency;

(D) promulgated rules and regulavions on maoters
requiring administrative d901slon/éct10n
" including the 1list of all frontline services
with corresponding flowcharts =nd the prescribed
length of time to process them; :

(¢) monitoring system to be instituted in the agency
b0 ensure compliance with the rules and regulations.

Section 7. o A quarterly monitoring report on compliance
with the promulgated rules and regulabions shall likewise be
submitted to the Office of the Ixccutive Sccretary.

SGCULOH 8 This Memorandum Cirsfuler shall take effect
immediatcely, :

DON:Z in the City of lanila, this 8th day of July,
in the year of Our Lord, Kineteen Hundrcd and Ninety Three.s

*

(SGD,) FIDIL V. RAMOS
By the Prcsident: '

(SGD.) TLOFISIO GUINGONA,, JR.
oxeeutive Secrciary"

For immnediatc and strict compliance.

(8GD.) APOLONIO V. BAUTISTA
Administrator

11 Oclober 1993



LIST OF FRONTLINE SERVICES AND

TR °

I’ROCEI)_URES FOR PROCESSING
AGENCY/OFFICK: N '
RGNTUINESERVICR | STRINPFROCEDUREA ] CONCERRED | FIEACIlHID FROCESAING |
FOR mocum‘ilnu . Ww TIME
(1d=ntify ench and (1dentily the | (ldentity the (1dentify the length
every frontline ' steps/procedures : |concerned of time for
service being for processing each - . |officé/utiit completing each
delivered by the frontline sérvice.) | within the step.)
agency.) C R npetey that :
. Is sesponsible
iy | Hof ench
-Jotage of
| processing,)
F B .




