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SALN Review and Compllance Committee (RCC)
: ' Internal Guidelines

OBJECTIVES

To provide gu1deI|nes in the filing, review and submlssmn of the Statement of

_ Assets, Liabilities and Net Worth (SALN) of Procurement Serwce employees

pursuant to existing laws and pertinent CSC issuances.

FUNCTIONS OF RCC

. 2.1 The Review and Compliance Committee (RCC) created by VIrtue of Office

Order No. 198-14 dated 05 May 2014 as amended by Office Order No.
024-18 dated 06 February 2018 shall perform the follownng functions, as
follows:
2.1.1 Evaluate the filled- -up SALN forms submitted by PS employees to
determine the timeliness of submission and the comp!eteness of the
~ information required using the official form; ‘
2.1.2 Transmit all original copies of the SALNs to CSC on or before 30
June of every year; ,
2.1.3 Resolve issues pertaining to compllance w:th the submission and
filling of SALNs by all PS employees;
- 2.1.4 Perform such other functions as may be necessary to ensure
compliance by PS with all SALN related concerns.

ISSUANCE OF ADVISORIES

3.1 An Advisory shall be issued not later than 01 March of every year to set
the deadline/s for the annual submission of SALN for PS employees as of
31 December of every year. The advisory shall remind and update all PS-
employees of the general guidelines and any pertinent changes in CSC
rules and regulations in the preparation and submission of SALN.

3.2 The RCC shall issue such other advisory as often as may be necessary

FILING OF SALN ,
The duly accomplished SALN shall be submitted at the earllest p055|ble time, but

in no case shall be beyond 31 March of every year to the Human Resource
Division (HRD) in three (3) copies, all originally signed by the declarant using
blue ink in order to easily distinguish the original from photocopied forms, duly
sighed by the official administering the oath.- Said deadline shall be imposed

- regardless of whether the declarant is on leave of absence, for e.g. maternity,

oy



'scholarshlp, sick, vacatlon, etc or on absence W|thout Ieave (AWOL) durlng the L |
- compllance perlod o T . , o

B0 ' ADMINISTRATION OF OATH ' o :
.~ The PS Executive Director.or-her delegate shall admlnlster the oath for the S
SALNs of all PS employees A . _

6.0  REVIEW PROCESS

B

- 6,1.1 The declarant is strlctly requwed to fill In all appllcable mformatlon -
' “in the SALN form. 0therw15e, such items should be marked with -

~ Upon receipt of the accompllshed SALN forms, the HRD shall evaluate the -

- same within seven (7) days to determlne the compllance wrth the

following: -

& * “N/A” or “riot applicable”;

'.6;1.'2 A declarant who'has no ' business interests andlor relatlves in the
' ;government ‘'should tick off the box indicating such lnformatlon and

not write "N/A" in the available blanks;

K 6.1.3 In case of the signature of the spouse cannot be secured an

* explanation for the purpose should be attached to the SALN;

- -6.1.;‘4 Additional sheets may be used as necessary provided that ‘each

o 615 “Any or all changes or revisions in the accomplrshed and submitted - .~ 5
© 7.7 'SALN forms shall only be made by the respectlve declarants and e
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| ~ Director on or,before 15 May of every year. Sald Report shall contain a .- o
~ list of PS employees in alphabetical order, who: (i) fi led their SALNs with
‘complete data; (ii) filed their SALNs but with incomplete data; and (iii) did -

, . page shall contain the printed name and signature of the declarant, ~
. - with the proper pagination, i.e., page 1 of x number of pages;

" shall bear the declarant’s initials. -
The HRD shall submit to the RCC on or before 15 April of every year a -

Preliminary Report (PR) containing the list of employees, in alphabetical - . -
order, who: (a) filed their SALNs with complete data; (b) filed their SALNs - "~
~ - but with incomplete data; and (c) did not file their SALNs. The Report - - - -
- shall likewise indicate any fi ndlngs as a result of the evaluatton conducted R
.. . bythe HRD. : :
6.3 L
- “indicating all of its findings and the corresponding actions available to the .~ = "
non-compliant declarants within five (5) days from the receipt of PR, - -
‘Only those who have satisfactorily responded with the SCR. within the R
. prescribed period shall be included in the list of those who have complied

The RCC shall Jrevrew the PR and issue the SALN Compllance Report (SCR) o

with the filing of SALN in the Report to be submitted to the PS Executive .

| ~ not file their SALNs. . The Report may be revised to reflect adjustments, if -
" any. The Final Report as submitted to the PS Executive Dlrector shaII be '
- copy furnished the CsCon or before 15 May of every year n -

. P.S‘-DBM 54UV RCCIntemal Gurdeﬂnes Vi
Page20f4 o S



.65 Based on the recommendatlon of the RCC the DBEM Secretary, within five
. (5) days from the receipt of the Final Report, shall issue Compliance - - g

~ Order/s requiring those who have not complied with the SCR or not have -
- satisfactorily responded thereto to correct/supply the desired information. -~ ..
in and/or submit their SALNs within a non-extendlble perlod of thlrty (30) R

days from recelpt of the said Order. -

- 6.6 . If there is a written request for clarification on the Compllance Order, the L

"' same shall be endorsed -to the RCC through the HRD within the next - -
“working day from the receipt’ thereof. The RCC shall then evaluate the ..
request and make the appropriate’ recommendation to the Executive: -~ . =~ .
Director. The request for clarification shall not toll the running of the 30- - e

day reglementary perlod for filing/issuance of the Compliance Order.-

6.7 The RCC shall review the response/justification of the non-compliant -
~ declarants and make ‘the proper- recommendation to the 'Executive -

Director. - The RCC shall then submit a Final Report reflecting: any

: reV|5|on/adJustment of ‘the Report |n|t|ally submntted to the Executlve A

. Director copy furnished the CSC.

- 68 - Finally, the RCC shall recommend to the Executlve Dlrector the |ssuance of_;—
" the Show-Cause Order. to the PS employees who have not complled wuth e e

the Order or. satlsfactonly responded thereto

_’The RCC shall IlkeW|se evaluate: the response/]ustlf‘ ication to the Show- ERCT
Cause Order and recommend to the PS Executive Director the fi I|ng of sl

- ‘appropriate administrative charges when evidence so warrants.  Upon = - o

- approval of said recommendation, the Executive Director shall direct the .
matter to the Dlsqpllnary Actlon Committee (DAC) for appropnate action. -

7.0 TRANSMITI'AL AND DISTRIBUTION |

" The HRD shall transmit all original - coplee “of the SALNs (1St copy) “of - PS " |

- - emp|oyees to the CSC on or before 30 June of every year

LA duplrcate copy of sand off C|al transmlttal with stamped recelved" by CSC shaII !_ w
* be forwarded to the respective Administrative Officers (AOs) of each dmsron who
shall acknowledge receipt thereof together with the personal copies (3 copy) of ERE
the declarants. - It shall be the responsibility of the AO to ensure that the ... -

declarant properly acknowledge receipt of his/her personal copy of SALN. The
- HRD shall ma:ntain the 2 copy of the SALN for the 201 ﬁle of the employee R
8.0 SANCTION FOR FAILURE TO COMPLY . g " ‘ |

: Failure of an employee to correct/submit hls/her SALN in accordance with the

‘procedure and period shall be dea[t with in accordance wnth Sect:on 4 of CSC MC

“No. 3 dated 24 January 2013 i
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. 9.0 ACCESSIBILITY OF SALNs S ' o '
' ' Accomplished SALNs of PS employees shall be made ava:lable to the publlc
subject to the rules and regulatlons under the data prlvac.y act.- : ,

-
- .

" BINGLE B. GUTIERREZ
- Executive Director_ /\ s
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