
 

For updating 

1 

 

THE UNESCO NATIONAL COMMISSION OF THE PHILIPPINES (UNACOM) 
 

 
I. I N T R O D U C T I O N 

 
Brief History of the UNESCO National Commission 
 

 The Philippines was one of the Founding Members of the UNESCO. It strongly subscribes to 
UNESCO’s main purpose and fundamental mission in life “to contribute to peace and security by 

promoting collaboration among the nations through education, sciences and culture, in order to 

further universal respect for justice, for the rule of law and for the human rights and fundamental 
freedoms” of all peoples. 

 
 Ten years before UNESCO was organized, a high level of governmental body known as the 

National Council of Education was created by President Manuel L. Quezon by virtue of Executive 

Order No. 19 dated 19 February 1935. This Council was an advisory body to the President on general 
educational policy, particularly on matters of developing an educational system that would be 

responsive to the needs of the Filipino people as they changed in political status from a dependency 
of the United States of America to an autonomous commonwealth and finally, to an independent 

republic. 
 

 The Council, headed first by Rafael Palma and later by Camilo Osias, Francisco Benitez and 

Gabriel Manalac, assumed the responsibility of implementing UNESCO’s programs in this country 
when it became a member of UNESCO in 1946. However, it was abolished by Executive Order No. 94 

issued by President Manuel A. Roxas to give way to the establishment of the National Commission on 
Educational, Scientific and Cultural Matters (NACESCUM) in 1947. 

  

 In the proper discharge of its obligation as a Member State, the First Philippine Congress 
passed the Republic Act No. 176, authored by Proceso Sebastian, and approved it on 20 June 1947 

creating the NACESCUM. NACESCUM served as liaison between UNESCO and the Philippine 
Government. Besides assuming this and other UNESCO functions on the national level, it continued to 

give advisory service to the President of the Philippines. It was, however, abolished by Executive 
Order No. 392 issued by President Elpidio Quirino. Its functions which it assumed for three-and-half 

years were relegated to the Department of Foreign Affairs on January 1951. 

 
 In order to intensively endorse UNESCO’s targets on educational, scientific and cultural 

development in the country, the Congress of the Philippines enacted Republic Act No. 621 on 26 May 
1951 , authored by Senator Geronima T. Pecson, which established the UNESCO National 

Commission of the Philippines on 12 December 1951. 

 
 This National Commission served as an autonomous body of citizens attached for 

administrative purposes to the Ministry of Foreign Affairs pursuant to the explanatory note 
accompanying Senate Bill No. 262 which later became R.A. No. 621. A year and a half later, the 

National Commission was transferred to the Office of the President on June 1953 in accordance with 

the provision of Republic Act No. 892 which amended R.A. 621. it began to function in January 1953 
when it acquired personnel for its secretariat working as a separate group headed by the Executive 

Secretary. 
 

 In 1973, the Integrated Reorganization of the Government provided that all secretariat or 
administrative staffs of the United Nations Committees in the Philippines were abolished and their 

functions were transferred to the Office of the United Nations Affairs, which would serve as the 

central secretariat of all United Nations matters, However, in recognition of the unique character of 
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the National Commission and the effect of the Plan in its effective autonomous machinery, President 

Ferdinand E. Marcos, passed a Presidential Decree 221 on 20 June 1973, declaring that the National 
Commission be attached to the Ministry of Foreign Affairs, and it shall coordinate with the Office of 

the United Nations and other International Organizations, of the Department of Foreign Affairs, and 
that the Secretary of Foreign Affairs shall be its Chairman. The UNESCO National Commission of the 

Philippines was transferred to the Department of Foreign Affairs in 1976. Executive Order No. 850 

dated 01 December 1982 governing the reorganization of the Ministry of Foreign Affairs tasked the 
Ministry to “exercise administrative supervision” over the UNESCO National Commission of the 

Philippines. 
  

 Over the years and in view of the ever-changing contexts of national, regional and 
international affairs, the role of the UNACOM, not unexpectedly, has evolved and expanded to meet 

new and increasing complex needs and challenges. Hence, beyond its advisory and liaison functions, 

the tasks of UNACOM grew to include a more active role in the disseminations of public information 
on UNESCO’s objectives, programmes and activities as well as in executing these; and pursuing its 

own initiatives/activities to advance and operationalize nationally UNESCO’s mission and mandate. 
 

 Today UNACOM focuses its programs and activities along UNESCO’s five (5) fields (also 

known as sectors) of competence, namely education, science, social and human sciences, culture and 
communication and information. The evolution and expansion of UNESCO’s programmes and 

activities over time have intensified cooperation ties and relations between NatCom and the UNESCO 
Secretariat in Paris and Field Offices; diversified the range of activities and programmes carried out 

within UNESCO’s Sectors or fields of competence in addition to fostering new intersectoral projects 
and undertakings; and multiplied significantly UNACOM’s partner agencies/organizations within and 

outside government, as well as subnationally LGUs and local CSOs nationally, regionally (Asia-Pacific) 

and globally. 

 
Vision 

 

UNESCO National Commission of the Philippines as the primary enabling agency in maximizing 

Philippine engagement in UNESCO and in advancing UNESCO programs in the Philippines. 
 

 
 

Mission 

 
 To serve as an advisory/consultative and liaison body that would associate/bridge or link 

the work and programs of relevant bodies/agencies in the Philippine government with 

UNESCO’s own work in educational, scientific and cultural matters and concerns. 
 To ensure that UNESCO’s mandates and programmes are promoted and implemented in 

the Philippines through closely working with partners at the national and local levels, 

UNESCO Secretariat at Headquarters and in the field, and other National Commissions 
 To bring in the Philippines’ experiences and perspectives in crafting and refinement of 

UNESCO policies and programs. 
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The UNESCO Logo Block 

1. The official emblem

2. The name of the Organization 

to make it clear 

3. A dotted line to combine, 

protect and dynamize

Logo 

 
A. THE LOGO 

 

National Commission of the Philippines 

 

 

 

 

 

 

 

 

plus name of National Commission  

 

 
Meaning. The logo block is composed of:  
- the emblem (the temple) including the UNESCO acronym ;  
- the complete name (United Nations Education, Science and Culture Organisation;  
- a dotted line in a logarithmic progression. 
 
Temple. The large acropolis (which means “high city” in Greek) was built on top of what is known as 
the “Sacred Rock” of Athens, and it was supposed to radiate power and protection for its citizens. The 
temples of the Acropolis have become some of most famous architectural landmarks of ancient and 
modern history. Today, the Parthenon in particular is an international symbol of Greek civilization and 
democracy. 
 
UNESCO Letters. UNESCO’s graphic identity is the body of characters which manifest the 
personality of the Organisation, making it unique, original and comprehensible to all.  
 
Name of UNESCO in different languages. This is to clearly state in all languages the meaning of 
the UNESCO acronym and through it, mention the organisation’s areas of expertise, its inclusion in 
the UN system and expound the cultural diversity it defends. 
 
Dotted Lines. The dotted lines is to modernise the emblem, with restraint, by introducing movement 
and airiness through a line of dots in a logarithmic progression. 
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Functions 

 
• Associative / Liaison Function 

 Associating/linking the Philippines’ principal bodies/ organs in education, the sciences, 
culture and communication with the work of UNESCO in these areas. 

 

• Monitoring Function 
 Monitoring the Philippines’ compliance with International Declarations, Conventions and 

Agreements, of which there are as many as ten (10) ratified Conventions and twenty eight 
(28) non-ratified. 

 
• Project Development and Implementation Function 

 Developing project proposals along UNESCO’s programme thrusts and 

executing/implementing these nationally. These projects may be sectoral or Inter-sectoral 
and funded by Committee budgets within UNACOM or by the UNESCO Participation 

Programme or by other grants made to UNACOM by UNESCO entities and Field Offices. 
 

• Information and Advocacy Dissemination Function 

 Promoting awareness and appreciation of UNESCO ideals, programmes and activities 
through information materials, publications and digitized communications. 

 
• Networking Function 

 Maintaining and actively supporting NatCom’s network of partners (and expanding this) to 
help advance knowledge and appreciation of UNESCO programmes and advocacies, and 

involve a larger number in the conduct and implementation of UNESCO in-country and 

global programmes and activities. 
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II. O R G A N I Z A T I O N A L   S T R U C T U R E 

 
 

 

 
 

 

2.1 MEMBERS OF THE UNACOM 
 

2.1.1 Composition 
 

 UNACOM is composed of appointive and ex-officio members. Its members are appointed 
by the President of the Philippines. Originally, there were fifteen Commission members, but this 

was increased to thirty two by Virtue of R.A. 621. With the passage of R.A 3849 in 1964, 

UNACOM now has forty-five (45) members representing the following: 
 

 Twenty-seven designated by the President of the Philippines through the Commission 

upon recommendation of organizations interested in educational, scientific and 
cultural matters affiliated with and duly registered in UNACOM. 

 Twelve representing educational, scientific and cultural agencies of the Government; 

and 

 Four designated at the discretion of the President. 

 The Chairman of the Committee on Education, Senate and the Chairman of the 

Committee on Education, House of Representatives, serving as ex-officio officials 
enjoying the same rights and privileges as those by appointive members. 
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2.1.2 Tenure of Office 

 
 The members of UNACOM serve in honorary capacity for a term of three years. 

Pursuant to R.A 3849, one-third of the Members appointed serve for one year, one-third for 
two years and one-third for three years. Members receive no compensation or renumeration 

except per diems, for each day of actual attendance in the sessions of UNACOM, its 

committees, or sub-committees. 
 

 If the place of any member shall be vacated before the end of his term, it shall be filled 
only four the unexpired portion of the term. 

 
2.2 OFFICERS  

 

2.2.1  Chairperson  
  

  The  UNESCO National Commission of the Philippines is chaired by the Secretary of 
Foreign Affairs and has the following powers and duties: 

 
Å To call meetings of the UNESCO NatCom and authorize meetings of committees and 

sub-committees; 

Å To appoint members of committees, sub-committees and work parties authorized by 
the UNACOM, subject to provisions of Section 3 of R.A.621, as amended; 

Å To receive, with the approval of the Commission, gifts, donations, bequests, and 
subventions directly from government, public and private institutions, associations 

and private persons; 

Å To recommend to the Office of the President the appointment of personnel of the 
Secretariat below the rank of the Executive Secretary; 

Å To settle obligations incurred by UNACOM when duly authorized. 
 

2.2.2  Vice-Chairperson  
 

 The Vice-Chairperson is elected by the Commission from among its members and shall 
serve for three years without the right to hold over and may be elected for a second term only. 

 

 The Vice-Chairperson performs duties and functions of the Chairman in the absence or 
incapacity of the latter. 

 
2.3  COMMITTEES 

 

2.3.1  Executive Committee 
  

 The Executive Committee is a supervisory and coordinating body, that: 
 

Å Advises the UNACOM’s officials on questions relating to the policies to be 
followed and programmes to be implemented; 

Å Assures that the UNACOM’s priorities are implemented within available 

resources; and 
Å Oversees the implementation of activities. 

 The Executive Committee is the premier committee which takes care of the inter-

operation of the Commission. It is composed of the Chairman and Vice-Chairman 
of the Commission and Chairs of the UNACOM’s five (5) programme area 

committees The Executive Committee shall have the following powers and 

duties: 
 Determines its rules and procedures subject to the approval of the Commission; 
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 Carries out the UNESCO program of work in the Philippines as approved by the 

Commission; 

 Prepares the annual estimate of expenditures to be submitted to the Commission 

for its consideration; 
 Calls and organize the biennial conference of the commission; 

 Performs such other powers as may be conferred to it from time to time by the 

Commission; and 

 The Committee shall be responsible to the Commission and shall keep the 

Commission regularly informed of its activities. 
 The members of the executive Committee shall serve for a term coextensive with 

the of the term of the Chairman and the Vice-Chairman. Upon expiration of the 

terms of the Chairman and the Vice-Chairman, the other members of the 
Committee may hold over until their successors shall have been duly elected. 

 

2.3.2   Programme Area Committees 
   

 The Programme Area Committees’ essential role is to help reflect on UNESCO 
topics and formulate formulas on future activities and on-going activities (support for UNESCO’s 

programme activities). 

 
  The Programme Area Committees’ are charged with the responsibility of making 

decisions on projects or activities to be undertaken. The Committees correspond to the five 
areas of work of the Commission, namely: education, natural sciences, social sciences, culture 

and communication and information: 

 
 Draft a programme of work in its field of competence, with the assistance of the 

Secretariat, considering the overall programme of UNESCO and the particular needs of 

the Philippines. The overall programme of the Commission is coordinated by the 
Executive Committee and presented to the Commission for approval; 

 Collaborate promotion of the programme thus approved by securing the assistance of 

agencies concerned in its field of activity. If necessary, the Committee forms working 
parties to bring into the area of collaboration agencies not represented in the 

Commission but are considered stakeholders; and 

 Advise the Commission on the action to be taken on matters falling within its areas of 

competence. 
 

2.3.3  Other Committees 
 

 UNACOM is empowered to create other committees or sub-committees as may be 

needed from time to time for the implementation of the programmes of UNESCO in the 
Philippines. The proceedings and activities of each committee shall be submitted to the 

Executive Committee. 
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III. S E C R E T A R I A T 

 

 
 

 The UNACOM  Secretariat headed by a Secretary-General (with a Deputy Executive Director, 4 
technical staff and 8 administrative/finance staff)  lends technical, administrative/finance and 

logistical support to all of the Commission’s sectoral and intersectoral projects and activities. 

 
 The Secretariat likewise maintains linkages not only with the principal organs/bodies in 

government related to UNESCO’s main lines of work but with an expanding number of Civil Society 
Organizations (CSO) at local and national levels and other CSO networks regionally and globally. The 

Commission and the Secretariat bear the responsibility of ensuring that the Philippines is a Member 
State of good standing of UNESCO. It also  attends to all other Secretariat functions of the 

Commission  involving: 

 
 Scheduling and organizing during the year, the meetings of the General Assembly, 

Executive Committee and Sectoral Committees and subsidiary programme committees 

of UNACOM; 
 Preparing  all meeting materials, agendas and minutes of meetings, and following up 

on actions and decisions adopted during the meetings; 

 Preparing UNACOM’s Annual plans and budget for discussion and submission to 

Department of Budget and Management (DBM); 

 Preparing the UNACOM’s Annual Report and printing this as a record of NatCom 

accomplishments and activities during the year; 
 Coordinating/managing/overseeing programmes and projects promoting/ 

implementing UNESCO projects; and 

 Also, in the interest of the service and as necessary, conduct pilot R&D initiatives in 

the 5 areas of UNACOM. 
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3.1  THE SECRETARY-GENERAL 
 

 The Secretary-General is the chief operations officer of the Commission. He/she provides 
leadership in all aspects of UNACOM activities and day-to-day overall management, supervision and 

direction to the operation of the Commission. He/she recommends, implements, and enforces 

policies, decisions/resolutions, orders, rules and regulations approved and adopted by the Executive 
Committee and other government instrumentalities. 

  
 Specifically, the Secretary-General powers and duties are:  

 
 Serve as the Secretary of the Commission, the Executive Committee and the Commission’s 

Programme Area Committee and/or Technical Committees; 

 Approve fund releases, personnel actions, travels and equipment outlays; 

 Ensure institutional representation in necessary situations; 

 Issue administrative orders and memoranda for information, direction, and updates; 

 Conduct Executive Committee meetings quarterly or as often as necessary; 

 Direct, supervise and/or coordinate all activities of the Commission; 

 Provide technical and administrative services for the Commission; 

 Prepare periodic, annual and other required reports on activities of the Commission including 

its budget; 

 Carry out any instruction made by the Commission; 

 Promote and strengthen relations with UNESCO Headquarters and its Regional Offices, the 

National Commissions of other Member States and the different governmental and non-
governmental agencies/ institutions dealing with the areas of UNESCO competence; 

 Coordinate with governmental and non-governmental agencies in the implementation of 

UNESCO projects; 
 Provide advice and technical support to the Commission to carry out efficiently the 

programmes of activities and projects of the UNESCO  and cooperative activities of other 

National Commissions; and 
 Prepare the yearly budget of the Commission and defend said budget in the DBM and in both 

Houses and Congress. 
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3.2 DEPUTY EXECUTIVE DIRECTOR 
 

 The Deputy Executive Director supports the Executive Director (Secretary-General) in the overall 
administration and management of UNACOM’s operations as well as programmes and activities, 

by conceptualizing and implementing policies that are aligned with the UNACOM’s mandate, 

vision, mission and function. He/she shall also continually improve the general administration 
and support services policies and programs for effective and efficient administrative operations 

of  the Commission. 
 

 The Deputy Executive Director has the following specific duties: 
 

 Assist the Secretary-General in liaising and networking with UNESCO offices and other UN 

and international bodies, Philippine government departments and agencies, the Academe, 

media, and private-civic sector groups and organizations to ensure close cooperation and 
working relations between these entities and the National Commission; 

 Supervise the work of the National Commission’s technical, administrative, and financial units 

and ensure timely progress and completion of scheduled programs and activities; 
 Study and recommend means and ways of implementing programmes, projects and activities 

of UNESCO in the Philippines;  

 Oversee the preparation of official communications and working documents for the meetings 

of the Commission and its Committees; 

 Assist the Secretary General in managing the production/publication of the National 

Commission’s annual report/journal and all other information dissemination needs including 
the development of promotional printed materials, and the construction, design and updating 

of the content of the Philippines UNESCO National Commission website;  
 Oversee collaboration and coordination among networks of ASPNet and Association of 

UNESCO Clubs to promote UNESCO goals and values;  

 Represent the Commission and participate in meetings, seminars, training and conferences; 

and 
 Serve as the Office-in-Charge in the absence of the Secretary General. 
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3.3 TECHNICAL SUPPORT STAFF  

  
 The Technical Support Staff are the Development Management Officers assigned to each five 

(5) Sectoral Committees namely, Education Committee;  Science and Technology Committee; 
Social and Human Sciences Committee; Culture Committee; and Communication and 

Information Committee and has the following specific responsibilities: 1) Provides necessary 

organizational and secretariat support to meetings of the Committee of the Commission; 2) 
Assists in the management, monitoring and evaluation of the Committee programs and projects; 

3) Liaises and maintains cooperative-working relation with government/departments/agencies; 
and selected non-government organizations and other private entities and networks which serve 

as UNACOM partners in advancing  UNESCO’s goals and mandates; 4) Lends organizational 
support to nationally established Committees and Networks meant to further the relevance and 

visibility of UNESCO Sectoral Programs; 5) Monitors and attends to reporting of Philippine 

country compliance with UNESCO Conventions, Declarations and Programs; 6) Facilitates 
Philippine participation in regional/international meetings and conferences, consultations and 

scholarship programs relevant to the assigned Committee/Sector and to which the country as 
Member State is requested to attend; 7) Maintains communication and working relationship with 

the Philippine Permanent Delegate to UNESCO (Permdel) and with counterpart sectoral units, 

programs and officers in the UNESCO Headquarters and Field Offices; 8) Responds to all 
questions regarding the Sector and its programs and prepares all communications and briefing 

materials on the Sector; 9) Helps prepare the annual budget for the Sector and ensures proper 
and timely liquidation of the fund; and 10) Prepares the annual report for the Sector and other 

articles for inclusion in the UNACOM publications and year-end report. 
 

3.4 ADMINISTRATIVE AND FINANCE GROUP 

 
Responsible for providing overall administrative and financial services focusing on personnel 

development, budget and financial management, safety and security, supplies and other 
administrative matters to support UNACOM and ensures that efficient operations are compliant 

with government standard operating procedures. 

 
3.4.1 Administrative Section – provides overall administrative functions in the development 

and proper implementation of  policies, procedures, and systems of the Commission. It ensures 
the delivery of quality support services to the operations of the Commission in the aspect of legal 

services, human resources, records, supply and property management and printing services. 

 
 Human Resources Unit-   provides UNACOM with adequate, efficient, competent 

and well- motivated workforce through training and development and the 

establishment of the necessary machinery for fulfilling the  UNACOM’s manpower 
requirements, conducts programs and studies for the continued improvement of 

existing systems and procedures and approaches to human resource planning and 
development and administers personnel appointments/movements, and processing of 

employee's claims and benefits. 

 
 General Services -   ensures the efficient and effective administration of support 

services, provision of adequate facilities and transport services, timely procurement of 

supplies, materials and equipment requirements of UNACOM and maintenance of 
UNACOM’s ICT, and installation of systematic document tracking system. In-charge of 

the maintenance and control of records of the Office including the provision of mailing 

services for UNACOM. Handles a Data Tracking System (DTS) that can securely 
capture, store, version, index and retrieve data; convert existing records and 

transactional documents into electronic format that can be stored in a secure digital 
repository It also manages the installation of software, computer and network 
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resources and ensures that the UNACOM computer system is up and running to 

support users. 
 

3.4.2 Finance Section - supervises activities relating to budget preparation and management, 
accounting and cash custodianship,  prepares UNESCO NatCom’s annual budget requirements  in 

accordance with the DBM budget guidelines and installs and implements an effective and 

effective budget management, monitoring and control system including verification of financial 
transactions of the UNESCO NatCom. 

  
 Accounting Unit -  provides efficient and effective general accounting services 

involving UNACOM’s accounts through the systematic recording of financial 

transactions, maintenance of general ledger and preparation of related financial reports 
in accordance with existing accounting and auditing rules. 

     

 Cashiering Unit - implements systems and procedures to ensure effective 

management, banking, control and recording of collections received as well as the 

disbursement of UNACOM’s funds in accordance with set government rules and 

procedures, geared towards UNACOM’s targets. 

 

IV. A D M I N I S T R A T I V E   S E R V I C E  

 

4.1    RECRUITMENT AND SELECTION 
 

Opportunity for employment at UNACOM shall be open to all qualified applicants. 
Employees/personnel shall be selected on the basis of merit and fitness to perform the duties 

and assumed responsibilities of the position. 

 
4.1.1 Policies 

 
4.1.1.1 The UNACOM shall always adhere to equal employment opportunity for men 

and women at all levels of position in the agency, provided they meet the minimum 
requirements of the position to be filled. 

 

4.1.1.2 The UNACOM shall not exercise discrimination in the selection of employees on 
account of gender, civil status, disability, religion, ethnicity, or political affiliation.  

 
4.1.1.3  The selection of employees for appointment in the UNACOM shall be open to 

all qualified men and women according to the principle of merit and fitness. The 

following factors shall be considered in the recruitment and selection: 
 Applicant’s educational background, relevant to the position to be filled; 

 Applicant’s trainings and scholarship, which are relevant to the duties of the 

position to be filled and other trainings related to personality development, 

character enhancement, work ethics and the like; 
 Applicant’s occupational history, relevant work experience and outstanding 

accomplishments acquired either from the government or private sector. 

 Applicant’s psycho-social attributes and personality traits which include the way 

he/she perceives things, ideas, beliefs and understanding while social aspect 
includes how he/she acts and relates these things to others and in social 

situations. 

 Applicant’s potential for growth, development and advancement. 
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4.1.1.4 The UNACOM shall administer the necessary examination to assess the 
technical, physical and psychological preparedness and aptitudes of applicants. 

 
4.1.1.5 No person who has reached compulsory retirement age of 65 can be appointed 

to any position in the government. The Commission however may, in meritorious cases, 

extend the services of one who has reached compulsory retirement age of 65 years for 
a period of six months. Such extension shall be at the maximum period of one (1) year 

for those who will complete the fifteen (15) years of service required under the GSIS 
law. Services rendered during the period of extension, for those who complete the 15 

years of service required under the GSIS law, shall be credited as part of the 
government service. Otherwise, the same shall not be credited as government service 

for purposes of retirement. Such extension shall not entitle the employee to leave 

credits. 
 

4.1.1.6 If the appointing authority desires to appoint a person who has retired under 
any existing Retirement Act (except early retirement Act RA 6683) or to retain a person 

in the service, the appointing authority shall submit a request to the Chairman of the 

CSC for an authority to appoint said position. 
 

4.1.1.7 No appointive officials and employees who retired/separated under the 
provisions of RA 6683 shall be eligible for appointment in the government service within 

a period of five (5) years after separation unless they refund the benefits they received. 
 

4.1.1.8  No candidate who lost in an election shall be eligible for appointments within 

one (1) year following such election. 
 

4.1.1.9  All new employees shall serve a probationary period of six (6) months following 
their original appointments. 

 

4.1.1.10 All appointees shall assume office within six (6) months from the date of 
effectivity of appointment. 

 
4.1.1.11 No person appointed to a position in the non-career service shall perform the 

duties properly belonging to any position in the career service. 

 
4.1.1.12  No consultant, contractual or non-career employee shall be designated to 

position exercising control or supervision over regular and career personnel. 
 

4.1.1.13 Unless otherwise provided by law, no officer or employee shall engage in any 
private business or profession without a written permission from the Head of Agency. 

Provided that this prohibition will be absolute in the case of those officers and 

employees whose duties and responsibilities required that their entire time be  at the 
disposal of the government: provided further that an employee is granted permission to 

engage in outside activities, the time devoted outside of office hours should be fixed by 
the Head of Agency so that it will not impair in any way the efficiency of the officer or 

employee nor pose a conflict or tend to conflict with the official functions. 

 
4.1.1.14 No officer or employee who is on study leave or on secondment shall be 

considered for promotion during the period of his study leave or secondment. 
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4.1.2    Procedures for Recruitment and Selection of Personnel 
 

Unit/Person 

Responsible 

Steps 

Personnel Unit 

 
Personnel 

Officer 

Regular and Career Personnel 

 
 

1. Publish the UNACOM vacant positions in accordance with Republic Act 

7041 and its Implementing Rules and Regulations in the CSC Bulletin of 
Vacant Position or though other modes of publication and post the same 

in three (3) conspicuous places in the agency for at least ten (10) 
calendar days except for the following positions: 

 

a. Primarily confidential positions 
b. Positions which are policy determining 

c. Highly Technical Positions 
d. Other non-career positions 

e. Third level positions (Career Executive Service 
f. Positions to be filled by existing regular employees in the agency in 

case of reorganization 

 
Published vacant positions shall not be filled unless and until ten (10) 
working days had elapsed from the time of their publication.Vacant 
positions which are not filled within six (6) months should be re-

published. 

 

 

 
 

 

2. Look for possible candidates for the vacant position in the following 

order of priority: 
 

Applicants from within –for promotion 

 
3. Issue notices on the vacant position to employees holding next-in rank 

position.  
 

 

 
 

 
 

-  Next-in-rank position refers to a position which by reason of the 

hierarchical arrangement of positions in the agency is determined to be 

in the nearest degree of relationship to a higher position as contained 
in the UNACOM’s System of Ranking Positions (SRP). 

-  Note: An employee with pending administrative cases is disqualified for 

promotion during the pendency thereof. A pending administrative case 
shall be construed as follows: a) when the disciplining authority has 

already filed a formal charge; or b) in case of a complaint filed by a 
private person, a prima facie case is already found to exist by 

disciplining authority. 

 
If he is found guilty, the employee is disqualified for promotion for a 



 

For updating 

15 

 

 

  

period based on the penalty.  

Employee 4. Return the accomplished Next-in-Rank Position notice to the Personnel 

Unit indicating whether or not he/she is interested to apply for the 

position. 

Personnel 

Officer 

Applicants from outside sources 

 

5.Conduct evaluation based on the following preliminary requirements: 
a. Level of education, training and experience commensurate with the 

requirements of the job or whether the applicant satisfies  the 
required minimum qualifications of the job being applied for 

b. Applicant’s age 
c. Valid references, certifying to the applicant’s morality, honesty and 

integrity 

d. CSC Eligibility or other eligibility like honor graduate eligibility 
pursuant to PD 907 series of 1976and bar and board examinations 

as Civil Service Eligibility pursuant to RA1080 series of 1994 
Eligibility resulting from civil service, bar and board examination shall 

be effective on the date of the release of the results of the 

examinations. 
 

6. Conduct initial interview to determine whether or not the applicant is 
suitable for the job and or has met the minimum qualification standards 

and requirements using the CSC prescribed minimum qualification 
standards and get an impression of the applicant. 

 

7. Upon qualifying for the preliminary requirements and initial interview, 
request the applicant to accomplish the Personal Data Sheet (CS Form 

212), which serves as the application form and is then scheduled for 
testing. 

 

8. Schedule and administer the pre-qualification examination, oral or 
written, in accordance with the recruitment policy of UNACOM, the results 

of which may be the basis for the applicant’s elimination or further 
processing. 

 

9. Upon passing the written examinations, schedule the interview of 
applicant by the Head of the Group where the position is assigned/lodged. 

 
10. Rank the applicants using UNACOM’s comparative point score key for 

internal and external applicants. The applicants are evaluated using the 
following criteria: 

 

a. Relevant experience & outstanding accomplishment 
b. Relevant education& training 

c. Potential 
d. Performance 

e. Physical characteristics and  personality traits 

 
11. Submit the ranking/tabulated presentation of the qualifications of 

qualified applicants together with the Personnel Data Sheet of contenders 
to the Personnel Selection Committee (PSC) for deliberation/evaluation. 
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Personnel Officer 12.Prepare promotional line-up of the officers/employees of equivalent or 
next-in rank contenders and submit it to the Personnel Selection 

Committee (PSC) en banc. 

Personnel 
Selection 

Committee 
 

 

 
 

 
 

 

13. Conduct a systematic screening and assessment/evaluation of the 
competence and qualifications of candidates, taking into consideration 

the qualification standards of the position and such other requirements, 
which may be deemed necessary. 

 

14. Recommend to the appointing authority a list of candidates who are 
considered qualified and competent from which the former may choose 

the person to be promoted. 

Secretariat of 

PSC 

15. Prepare the minutes /maintain records of the PSC deliberation and a 

resolution stating the recommendation of the PSC and submit the same 
to the Appointing Authority for approval.   

Appointing 
Authority 

16. Review and approve (if he/she is amenable) the recommendation of 
the PSC. 

Personnel Officer 17. Upon receipt of approval of appointee by the Appointing Authority, 

the Personnel Officer shall: 
 

a.   prepare the  appointment using the prescribed CS Form 33(revised 

1998) in triplicate copies for regular employees (original copies shall 
not be filled used using xeroxed or photocopied forms); 

b. indicate the employment status (permanent, provisional, temporary, 
substitute, co-terminus, casual or contractual) and nature of 

appointment (original, initial, promotion, transfer, reemployment, 
reinstatement, reappointment, renewal, change status or 

demotion), secure the signature of the appointing authority and 

indicate the date of signing (date of the issuance of appointment) 
below the signature and initials of the appointing authority 

c. ensure that the appointment conforms with the approved Position 
Allocation and should be found in the Index of Occupational 

Services and indicate the salary grade after the position title. 

 
Note: Temporary appointment shall not exceed twelve (12) 
months, reckoned from the date it was issued but the appointee 
may be replaced sooner if a qualified eligible who is willing to 

accept the appointment becomes available. 
 

Any erasures or alterations on appointments and other supporting 

documents should be initialed by authorized officials and 
accompanied by a communication specifying and authenticating all 

changes made. 

 18. Inform the appointee on his/her selection and require him/her to 
submit the following documents, which must be retained at UNACOM. 

 
For original appointments 

a. Three (3) duly accomplished Personal Data Sheet (CS Form 212) 

with a 2” x 2” picture. 
b. Police clearance from the place of permanent residence. 

c. Position Description Form (CS Form 212, Revised 1998) 
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d. Job Description Form (CS Form 122-D) 

e. Medical Certificate (CS Form 211) issued by a government physician 
including results of urinalysis, stool examination and x-ray, drug test. 

f. Transcript of records or diploma 

g. Clearances 
g.1 NBI Clearance- for original appointment 

g.2 Clearance for financial obligation and property accountability 
from previous/former office/agency–for transfer and 

reinstatement/ reemployment 
g.3None-required- for renewal of temporary, contractual or casual 

h. Original/Xerox report of rating of civil service eligibility and/or 

certificate of eligibility granted under PD 907; RA1080 and others 
i. NSO Authenticated birth certificates of dependents 

j. Marriage Contract, if applicable 
k. Results of neuro-psychiatric examination 

l. Tax Identification Number, HDMF Membership and GSIS Policy, 

Philhealth Identification Number 
m. Statement of Assets, Liabilities and Networth 

 
For promotional appointments 

 
a. Three (3) duly accomplished Personal Data Sheet (CS Form 212) 

with a 2” x 2” picture. 

b. Performance rating (Very Satisfactory) for the last two rating 
periods- for purposes of promotion or transfer 

c. Position Description Form 
d. Duly signed report of the PSC. 

 

For transfer appointments 
 

a. Three (3) duly accomplished Personal Data Sheet (CS Form 212) with 
a 2” x 2” picture. 

b. Permission/approval to transfer from present employer. 

c. Clearance from former office. 
d. Service Record 

e. Certification that there is no pending Administrative case. 
f. Certification of last salary received and copy of disbursement voucher 

for payment of last salary 
g. Copy of GSIS Identification Number and Business Partner Number 

h. Certification of leave credits 

i. Performance Rating from previous employer 
j. BIR Form No. 2316 

k. Statement of Assets, Liabilities and Networth 
 

For reinstatement appointments of retired/separated employees 

from government service 
 

a. Clearance from the last office served 
b. Statement of gratuity/retirement received 

c. Three (3) duly accomplished Personal Data Sheet (CS Form 212) with 
a 2” x 2” picture. 

d. Authority to appoint/re-employ/reinstate from the Civil Service 

Commission 
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e. Certification as to the inclusive period of terminal leave. 

 

 19. Review thoroughly and check the veracity and authenticity of all the 
requirements and supporting papers in connection with all cases of 

appointments before submission to the CSC office concerned. 
 

20. Conduct post qualification of all the requirements submitted by the 
appointee to determine authenticity. 

 22. Sign the following certifications at the back of the appointment: 

a. Certification as to completeness and authenticity of requirements. 
b. Certification as to publication of the position to be filled. 

 21. Ensure that the Chairman of the PSC has signed the certification at 

the back of the appointment when applicable. 

 22. Ensure that all questions in the Personal Data Sheet (CS Form 212) 

of the appointee are answered properly and completely with his/her 

recent photograph attached, his right thumb mark affixed and his 
current community tax certificate indicated therein 

 23. Furnish appointee with a photocopy of his appointment for 

submission to the Commission. 
24.  Ensure that the appointee acknowledges receipt of a photocopy of 

said appointment by signing on the duplicate and other copies thereof. 
-  The effectivity of an appointment shall be the date of actual 

assumption by the appointee but not earlier than the date of issuance 

of appointment, which is the date of signing by the appointing 
authority. 

 25. Submit appointment with the prescribed transmittal form indicating 

the names of appointees, their positions and the corresponding date of 
issuance and separation to the CSC office concerned within 30 days 

from the date of issuance, which shall be the date indicated by the 

appointing authority below his signature, otherwise they shall become 
ineffective and shall be disapproved. The appointment should be 

accompanied by the following: 
 

a. Personal Data Sheet (CS Form 212) 
b. Job Description (CSC Form 122-D) duly certified by Head of Office 

or any officer who has been delegated the authority to sign 

c. Certification by the appointing authority or his duly authorized 
representative in the agency concerned to the effect that all 

requirements have been complied with, reviewed by him and 
found to be in order. 

d. Certified true copy of the decision on the administrative or criminal 

case or any official record thereof of the appointee, if any. 
e. Certified true copy of CSC Eligibility 

CSC Notwithstanding the initial approval of an appointment, the CSC may 

recall the appointment  on any of the following grounds: 
 

a. Non-compliance with the procedures/criteria provided in the 
UNACOM’s  Merit Promotion Plan; 

b. Failure to pass through the UNACOM’s Selection/Promotion Board; 
c. Violation of the existing Collective Agreement between 

management and employees relative to promotion; or 

d. Violation of other existing CSC law, rules and regulations 
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26.Request for reconsideration of, or appeal from, the disapproval of an 

appointment may be made by the appointing authority and submitted to 
the Commission within 15 calendar days from receipt of the disapproved 

appointment. When an appointment is disapproved, the services of the 

appointee shall be immediately terminated, unless a motion for 
reconsideration or appeal is seasonably filed. 

Personnel Officer 27. Post a notice announcing the appointment/promotion in the bulletin 
board of UNACOM.  

 

For original appointment (initial entry), ensure that the appointee shall 
undergo a probationary period of six (6) calendar months before his/her 

appointments become absolute. Before the expiration of the probationary 
period, require the group head to submit the performance evaluation of 

the appointee together with the recommendation on whether he/she will 

be retained or terminated. 
 

28. Issue a written notice to the appointee on the decision with regard to 
his/her employment. 

 

Next-in rank 
contenders-

appeal 

29. A next-in-rank employee who is competent and qualified and who 
feels aggrieved by the promotion of another may file a protest with the 

UNACOM Head who shall make a decision within 30 days from receipt of 
the protest. 

 

-  An employee who is not satisfied with the decision of the UNACOM 

Head may further appeal within 15 days from receipt thereof to the 
Merit Systems Protection Board. The decision of the board is final 

except those involving division chiefs or officials of higher ranks. 
 

-  An employee who is still not satisfied with the decision of the Board 

may appeal to the Commission within 15 days from receipt of the 
decision. The decision of the commission is final and executory if no 

petition for reconsideration is filed within 15 days from receipt 

thereof. 
 

Note: A contested appointment shall take effect immediately upon 
its issuance if the appointee assumes the duties of the position. 

 

Dismiss the appeal/protest if it falls to any of the following grounds: 
 

a. The protestant is not a qualified next-in-rank 
b. The protest is not directed against a particular  protestee but to 

anyone who is appointed to the positions or directed to two or 

more protestees 
c. No appointment has been issued or the appointment has been 

disapproved 
d. The protest is not in accordance with the required form as 

prescribed in Sec. 65 of Rule 6 of URACCs. 
e.  The protest is filed outside the 15-day reglamentary period 

f. Non-submission of a certificate of non-forum shopping 

Personnel Officer 30. Officially transmit the original copy of the appointee’s appointment 
acted upon by the Commission. 
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If the appointee does not assume office within six months from receipt of 

the approved appointment, the same may be cancelled by the appointing 
authority and reported to the Commission for record purposes. The 

position is automatically deemed vacant without the need for an approval 

or declaration by the Commission. 

 31. Submit Report of Personnel Actions (ROPA) to the CSC together with 

photocopies of appointments with supporting documents issued during 
the month, shall be submitted within fifteen (15) days of the 

succeeding months. Appointments not submitted within the prescribed 

period shall be made effective 30 days prior to date of submission. 
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4.1.3   Procedures and Guidelines on Hiring of Contract of Service/Job Orders 

 

 Steps 

Personnel 
Officer 

1. Conduct evaluation based on the following preliminary requirements: 
 

a. Level of education, training and experience commensurate with the 
requirements of the job or whether the applicant satisfies  the 

required minimum qualifications of the job being applied for 
b. Applicant’s age 

c. Valid references, certifying to the applicant’s morality, honesty and 

integrity 
 

 2. Conduct initial interview to determine whether or not the applicant is 

suitable for the job and or has met the minimum qualification standards 
and requirements and get an impression of the applicant. 

 
3. Upon qualifying for the preliminary requirements and initial interview, 

request the applicant to accomplish the Personal Data Sheet (CS Form 
212), which serves as the application form and is then scheduled for 

testing. 

Personnel 
Officer/ 

Personnel 

Selection 
Committee 

4. Administer the pre-qualification examination, oral or written, in 
accordance with the recruitment policy of UNACOM, the results of which 

may be the basis for the applicant’s elimination or further processing. 

Upon passing the examinations, schedule the interview of applicant by 
the Head of the Group where the position is assigned/lodged. 

 
5. The applicants are evaluated using the following criteria: 

a. Relevant  experience & outstanding accomplishment 
b. Relevant education & training 

 

6. Conduct a systematic assessment of the competence and 
qualifications of candidates, taking into consideration the qualification 

standards of the position and such other requirements, which may be 
deemed necessary. 

 

7. Recommend to the appointing authority candidate/s considered 
qualified and competent from which the former may choose the 

person to be contracted. 

Appointing 
Authority 

8. Review and approve (if he/she is amenable) the recommendation of 
the Personnel Officer/PSC. 

Personnel 
Officer 

9. Upon receipt of approval by the Appointing Authority, prepare the 
contract of service with a validity period of six months  

 

The  Contract of Services and Job Orders refer to employment described 
as follows: 

a. The contract covers lump sum work or services such as janitorial, 
security or consultancy services where no employer-employee 

relationship exist; 

b. The job order covers piece of work or intermittent job of short duration 
not exceeding six months on a daily basis; 

c. The contracts of services and job orders are not covered by Civil 
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Service Law, Rules and Regulations, but covered by COA rules; 

d. The employees involved in the contracts or job orders do not enjoy the 
benefits enjoyed by government employees, such as PERA and 

RATA. 

e. The contract does not create an employer-employee relationship and 
that the services rendered are not considered and will not be 

accredited as government service and that the COS employee is not 
entitled to the benefits enjoyed by the regular personnel of 

UNACOM. 
10. The services rendered under contracts of services and job orders are 

not considered as government services, they do not have to be submitted 

to the Civil Service Commission for approval. 
11. The contract of service and Job Order also states that  the COS 

personnel is not related within the third degree of consanguinity or 
affinity to the appointing authority; has not been previously dismissed 

from government service by reason of an administrative offense and has 

not already reached the compulsory retirement age of sixty five (65). 

Personnel 

Officer 

12. Forward the Contract of Service to the Approving Authority for 

approval and signature 

Approving 
Authority 

13. Approve and sign the contract of service and return the same to the 
Personnel Officer. 

Personnel 

Officer 

14. Require the COS personnel to submit the following documents: 

a. Three (3) duly accomplished Personal Data Sheet (CS Form 212) with 
a 2” x 2” picture. 

b. Transcript of records and diploma 
c. NBI Clearance 

d. Tax Identification Number 
e. Certificate of employment, if previously employed 

f. Professional driver’s license for driver 

 
 

 

 
 

4.1.4   Procedures for Maintaining Personnel Records 

Responsible 

Person 

Steps 

Personnel 

Officer 

1. File individual personnel records in an individual folder. containing the 

following: 
 

Individual Personnel 201 File 

a. Application or information data sheet (CSC form 212) 
b. Service Record 

c. Position Description Form 
d. Statement of Assets, Liabilities and Networth 

e. Oath of Office 

f. Original copy of the approved appointment with all the supporting 
documents 

g. NBI/Police clearance 
h. Issuances that involve the employee such as: 

-Special Order 
-Memorandum Circular 
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  -Memorandum on the violation of office rules and regulations  

-Certificates and other similar records 
h. Salary adjustment notice/s 

i. Approved separation paper/s 

j. Performance Evaluation Ratings 
k. BIR Form 2305 

 
Miscellaneous Records  

a. GSIS Policy/Business Partner Number 
b. HDMF Identification Number 

c. Philhealth Number /Member Data Record 

d. Office Clearance (clearance from property and money accountability) 

2. Arrange individual folders alphabetically in the filing cabinet. The 

record in each file must bear the sequence of their releases or issuances. 

3.File only records that concern the personnel/employee in his/her 
individual folder. 

4. Discard unnecessary copies of each file. 

5.Retain original copies of personnel files accomplished or submitted by 
employee 

6. Duplicate issuances that involve two or more employees to ensure 

that records of each employee shall be furnished. 

7. Do not allow unauthorized personnel to pull out any records from the 

employees 201 file. Instead, require the concerned personnel, to 

accomplish the Personnel Records Request Form. 

8. Release record of personnel for those with special request or 

permission from proper authority only. 

9. Maintain an alphabetical control list of personnel records and charge 
out control book for issuing files. 

10.Give  a copy of 201 file to the retiree or to the heir/s of retiree 
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4.1.5   Procedures for Transferring to Other Government Offices 

Responsible 

Person 

Steps 

Employee 

 

 
 

1. Secure permission from the head of UNACOM, which shall become 

valid thirty (30) days from the date it was granted but it may be 

renewed for another thirty (30) days upon request of the employee. 

2. Obtain a written consent of the Head of the new or accepting agency 

where he/she will transfer. 

3. Secure and prepare the following prior to  transfer to another 
government agency: 

 
a. Three (3) duly accomplished Personal Data Sheet (CS Form 212) 

with a 2” x 2” picture. 

b. Permission/approval to transfer from present employer. 
c. Clearance for financial and property accountability  

d. Service Record 
e. Certification that there is no pending Administrative case. 

f. Certification of last salary received and copy of disbursement 
voucher for payment of last salary 

g. Copy of GSIS Identification Number and Business Partner Number 

h. Certification of leave credits 
i. Performance Rating from previous employer 

j. BIR Form No. 2316 
k. Statement of Assets, Liabilities and Networth 

l. Permission/approval to transfer to another agency 

m. Certification that there is no pending Administrative case. 

4. When an official or employee opts to transfer from one government 

agency to another, he/she can either have his accumulated vacation 
and/or sick leave credits commuted or transferred to his new agency. 

 

The option to transfer accumulated leave credits can be exercised within 
one (1) year only from the employee’s transfer to the new agency. 

 
An official or employee who failed to transfer his/her leave credits to the 

new office, may claim the money value of such leave credits from the 

office where he earned the leave credits. 
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4.1.6   Procedures for  Termination of Employment 

Responsible Person Steps 

Employee 1. For resignation, file a letter of resignation/termination 

addressed to the UNACOM Chairman/Secretary General at 
least within thirty (30) working days from the date of notice 

and submit the same to the Personnel Unit. 

Personnel Officer 2. Forward the resignation letter to the Chairman of 

UNACOM/Secretary General for approval or acceptance. 

UNACOM 
Chairman/ 

Secretary General 

3. Approve the resignation and return the approved resignation 
letter to the Personnel Unit 

Personnel Officer 4. Notify the employee/official concerned of the approval of 
his/her resignation and advice him/her to file an application for 

terminal pay. 

Employee 5. For processing of final pay, if there is any, secure, prepare 
and submit the following to the Personnel Unit: 

a. Clearance for financial and property accountability using the 
UNACOM Clearance Form 

b. Certificate of available leave credits 
c. Copy of latest appointment 

d. Last Daily Time Record 

e. Statement of Assets, Liabilities and Net worth 

Personnel Officer 6. Prepare a request for final payment of the employee’s salary 

and other benefits to the Accounting Unit. 

Employee 7. For termination of employment due to retirement, file an 

application for retirement addressed to the Chairman of 

UNACOM. 

8. Submit application for retirement to the Accounting Unit and  

GSIS duly supported by the following documents for the 

processing of retirement pay: 
a. Statement of service record 

b. Clearance for financial and property accountability 
c. Certification that an employee has filed his/her statements 

of assets, liabilities and networth 
d. Certification of Leave Without Pay 

e. Fiscal/Ombudsman’s clearance from the place of 

assignment and residence 
f. Affidavit of retiree concerned that he/she has no pending 

administrative or criminal case 
g. Copy of appointment showing highest salary received if 

salary under the last appointment is not the highest. 

 

 9. For involuntary termination due to disability, notify 

immediately the Personnel Unit of the accident. 

10. Submit the following basic requirements for claim of 
disability benefits: 

a. Accomplished Income Benefit Claim for Payments (GSIS 
Form CLMS-K 634-03) Part I and II 

b. Accomplished Hospitalization Claim for payment forms 
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which may be obtained for the nearest GSIS branch office. 

c. Certification of Leave Without Pay 
d. Service Record 

e. Medical abstract from the doctor 

11. File/his/her claim under either the Workmen’s Compensation 
Act or Sec. 699 of the Revised Administrative Code, as amended 

and or disability retirement application with the GSIS 

12. File application for terminal leave duly supported by the 
following documents: 

a. Approved application for leave 
b. Complete Service Record 

c. Clearance from financial and property accountability 

d. Statement of Assets and Liabilities and Net worth 
e. Copy of last appointment 

Employee/ 
Heir 

13. For involuntary termination due to death of employee, the 
heir shall notify immediately the Personnel Unit. 

Personnel Officer 14. Inform the GSIS officially  of the employee’s death stating 

therein his/her policy number and present address 

 15. Require the heir/s of the deceased to submit the following: 

a. Affidavit of legal heirs 
b. Marriage contract (if deceased is married0 

c. Birth certificates or baptismal certificates of living children 
d. Marriage certificate of parents, if employee is single 

e. Death Certificate 

f. Service Record 
g. Certificate of leave without pay 

h. Office Clearance 

 16. Require designated next of kin to submit the basic 
requirements for retirement 

17. Advise designated legal heir/s to file application for terminal 

leave, if he/she has still leave balance to his/her credit. 

18. Process and endorse the application for terminal leave to the 

Personnel Unit for signature of the UNACOM Chairman/Secretary 

General. 

19. Upon receipt of the duly approved claim, all benefits due to 
the deceased shall be granted to the designated legal heirs. 
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4.2 SELECTION AND PROMOTION BOARD 

  
 For promotion, UNACOM implements and Merit Promotion Plan (MPP) as a system of 

promotion for  qualified employees. UNACOM strictly adhere to the merit principle in the 
promotion of its employees to create equal opportunities for advancement to all qualified and 

competent employees. 

 
 The MPP shall cover all positions in all levels. There shall be no discrimination on account 

of gender, civil status, religion, ethnicity, or political affiliation. 
 

 The MPP provides for basic policies, system of ranking positions, procedures on hiring 
and promotion, scoring system, and criteria to cover education, training and experience. 

 

 Vacant positions for filling up shall be published in accordance to R.A. 7041 (Publication 
of Vacant Position), and shall also be posted in three conspicuous places at UNACOM for 10 

days, after which filling up shall be made. 
 

 To evaluate all applicants and to properly implement the MPP, Promotion and Selection 

Board (PSB) is established for the first and second level positions.  
 

The SPB is composed of the following: 
 

1. Chair – Deputy Executive Director 
2. Members: 

a. Two representatives from the rank-and-file employees, one each from 

the 1st and 2nd level positions who shall be both designated by the 
Executive Director 

b. Administrative Officer IV 
c.  

 

 The SPB shall maintain fairness and impartiality in the assessment of candidates for 
appointment. PSB shall evaluate all candidates for vacant positions at the 1st and 2nd levels, and 

shall recommend at least five candidates per position to the Executive Director (Secretary-
General) for approval. 

 

4.3  TIMEKEEPING AND ATTENDANCE 
 

To promote professionalism, encourage commitment to service, and observe ethical 
standards and behaviour required of  an empowered employee, UNACOM follows the 

Civil Service Rules on Employee Discipline.  
 

4.3.1 Policies 

 
4.3.1.1 All personnel, unless expressly exempted, shall be required to keep a record of 

work attendance on a daily basis. 
 

4.3.1.2 UNACOM shall maintain a regular schedule of eight (8) working hours a day  

and five (5) days a week or a total of forty (40) hours a week exclusive for time for 
lunch. 

 
4.3.1.3 Employee who transact business or conduct researches outside of his/her 

office shall be required to fill up the Official Business Slip to be approved by his/her 
group head. 
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4.3.1.4 Falsification or irregularities in the keeping of time records will render the guilty 
officer or employee liable to removal from the service or to other disciplinary action. 

 
4.3.1.5 Habitual tardiness and absenteeism is also a ground for disciplinary action. 

 
Habitual Absenteeism -An officer or employee in the civil service shall be 
considered habitually absent if he incurs unauthorized absences exceeding the 

allowable 2.5 days monthly leave credits under the leave law for at least three (3) 
months in a semester or at least three (3) consecutive months during the year;  

Habitual Tardiness - Any employees shall be considered habitually tardy if he 
incurs tardiness, regardless of the number of minutes, ten [10] times a month for at 

least two (2) months in a semester or at least (2) consecutive months during the 

year. 

 

4.3.2  Regulations 

 
4.3.2.1 Flexi-Time shall mean employees can report to office and time-in anytime 

between 7:00 AM and 9:00 AM and leave anytime between 4:00 PM and 

6:00 PM provided that the required forty hours of work in five days has been 
rendered. An employee should be in the office in the core working hours of 

9:00 AM to 4:00 PM. 
4.3.2.2 Employees who report for work at 9:15 AM, with grace period of 15 minutes, 

or later shall be considered tardy. Employees who leave the office at 3:59 or 
earlier shall be considered as having incurred under time for that day, which 

shall be subject to applicable CSC Rules and will be deductible from their 

leave credits.  
4.3.2.3 Regardless of their work schedule, all employees shall attend the flag raising 

ceremony at 8:00 AM and the flag retreat on Fridays at 4:00 PM. Employees 
who will not arrive on time for the Monday flag-raising ceremony shall be 

considered tardy.  

 
 

4.3.3 Timekeeping 
 

4.3.3.1  For purposes of time records, the Directors and above shall be required to 

have the personnel officer certify their attendance records at the end of each month. 
  

4.3.3.2  Those who are required to use the Bundy Clock in registering their working 
time: when they arrive in the morning, depart at noon, arrival after lunch, and depart 

from office in the afternoon. 
 

Non-use of DTR and non-submission  of Official Business Slip (OBs), Travel Order 

(TO) and Application for Leave (AL) to the personnel-in-charge would mean that the 
personnel is considered absent for the day. 

 
The prescribed period for the submission of OBs, TO and AL is as follows: 

Documents Deadline of Submission 

Official Business Slip On or before the day of OB 

Travel Order On or before the day of TO 
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4.3.4 Tardiness and Under time 
   

4.3.4.1  An employee who reports beyond his/her chosen fixed flexible time work 
schedule shall be considered as tardy and an employee who leaves earlier shall be 

considered on under time. Both time lapses shall be deducted accordingly from the 

employee’s vacation leave credits and shall not be charged against sick leave credits, 
unless the under time is for health reasons supported by medical certificate and 

application for leave.  
 

4.3.4.2 If an employee has no available leave credits, his/her accumulated hours of 
tardiness/under time shall be deducted from his/her regular pay/salary. 

 

4.3.5 Overtime Service 
 

The general guidelines in the rendering of and offsetting of overtime services are as 
follows: 

 

4.3.5.1 Before rendering overtime service, the employee’s immediate supervisor 
concerned must request for overtime services and secure approval from the Deputy 

Secretary General for AFG/Secretary General. 
 

4.3.5.2  Compensatory time-off in lieu of overtime services is allowed subject to 
pertinent laws and CSC rules and regulations. 

 

4.3.5.3 The rendering of overtime services must be guided by the following: 
 For Regular working days-overtime work shall start from 5:30 p.m. 

onwards 

 For Saturdays, Sundays and holidays - overtime work shall be from 

8:00 a.m. to 5:00 p.m. with an hour noon time break. 
 A minimum of one (1) hour overtime service rendered during regular 

working days and two (2) hours for Saturdays, Sundays and 

Holidays, are required for compensatory time-off. 

 
4.3.5.4 A request for overtime services shall be supported by a justification on the 

urgency and necessity, and Work Plan showing the specific activities and/or individual 
targets, and expected outputs of personnel to render overtime. 

 

4.3.5.5 Submission of the Request for Overtime should be made a day before the 
overtime service is rendered and to be submitted to the Administrative and Finance 

Division prior to sending the same to the Deputy Secretary General for AFG/Secretary 
General for approval. 

 

4.3.5.6 Request for compensatory time-off must be accompanied by a duly approved 
Overtime Authorization Form indicating the name of employee(s) who rendered 

overtime work, duly signed by the group head, together with the Overtime 
Accomplishment Report duly verified and signed by the supervisor. 

Sick leave not exceeding five (5) 

consecutive days 

Upon reporting back to work 

Special Leave (CSC MC 6) On or upon reporting back to work 

Vacation/Forced Leave At least five (5) days before availment 
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4.3.5.7 The Personnel Unit of the Administrative and Finance Group shall be 
responsible in the administration of personnel records, computation, and issuance of 

Certificate of Compensatory Overtime Credit (COC) earned and monitoring of 
Compensatory Time off (CTO). 

 

4.3.5.8 The COCs, shall be used as time-off within the year, hence any unutilized COCs 
will not be carried over in the ensuing year or are non-cumulative. 

 

4.3.5.9 All other Administrative and Financial matters requiring the approval of the 

Deputy Executive Director/Secretary General must be endorsed by the Head of the 

Administrative and Finance Group. 
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4.3.6   Offsetting of Overtime Services 
 

The offsetting of overtime services must be guided by the following: 
 

4.3.6.1 The offsetting of overtime services is only allowed to incumbents of positions 

of Chief of Division and below under permanent, temporary and casual status, and 
contractual personnel whose employment is in the nature of a regular employee. 

 
4.3.6.2 In the exigency of the service, employees may be required to render services 

beyond regular working hours and/or those rendered on Saturdays, Sundays, Holidays 
or scheduled days off without the benefit of overtime pay, which is called the 

Compensatory Overtime Credit (COC). 

 

4.3.6.3 Each employee may accrue not more than forty (40) hours of COC. In no 

instance, however, shall the unexpended balance exceed one hundred twenty (120) 
hours. 

 

4.3.6.4 The COCs should be used as time-off within the year these are earned. The 
unutilized COC should not be carried over in the ensuing year, hence, are non-

cumulative. 
 

4.3.6.5 The COCs shall be considered as official time for a) compliance with 

compensation rules relative to the entitlement to PERA, Additional Compensation, year-
end benefits, and other benefits received on a regular basis; and b) computation of 

service hours for entitlement to sick and vacation leave credits, and step increment due 
to length of service. 

 

4.3.6.6 The COCs cannot be used to offset undertime/s or tardiness incurred by the 
employee during regular working days. 

 

4.3.6.7 The COCs earned cannot be converted to cash, hence, are non-commutable. 
 

4.3.6.8 The COCs will not be added to the regular leave credits of the employee. 
Hence, it is not part of the accumulated leave credits that is paid to the employee. 

 

 
4.3.6.9 In cases of resignation, retirement, or separation from the service, the 

unutilized COCs are deemed forfeited. 
 

4.3.6.10 In case of detail, secondment or transfer to another agency, the COCs earned 

in one agency cannot be transferred to another agency, nor could the employee receive 
the monetary equivalent thereof. 

 

4.3.6.11 In case of promotion, except when promoted to a position not qualified to 

receive overtime pay under previous issuances, the employee will retain his or her 

accrued COC. 
 

4.3.6.12 An employee who has earned COC shall be granted a Certificate of  COC 

earned (Annex F) duly approved and signed by the Head of Office indicating that 
number of hours of earned COC by the employee in a month. The certificate would be 

issued at the end of each month. 
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4.3.6.13 The Compensatory Time Off (CTO) may be availed off in blocks of four (4) or 
eight (8) hours. Agencies adopting alternative work schedules should make parallel 

adjustments in the availment of blocks, tantamount to either a half or full day leave 
from work. 

 

4.3.6.14 The employee may use the CTO continuously up to a maximum of five (5) 
consecutive days per single avalment, or on staggered basis within the year. 

 

4.3.6.15 The employee must first obtain approval from the head of the 
agency/authorized official regarding the schedule of availment of CTO. In the exigency 

of the service, the schedule may be recalled and subsequently rescheduled by the Head 
of the Office/authorized official within the year. 

 

4.3.6.16 The offsetting of overtime is not allowed if the employee rendering overtime 
opts to avail of meal allowance. 

 
 

4.3.7 Official Business/Official Travel 
 

4.3.7.1 All departures from place of work during office hours for the purpose of 

handling an outside official assignment should be covered by an Official Business (OB) 
Slip/Travel Order duly signed by his/her supervisor and authorized official and submit 

the same to the Personnel Unit on or before the day of OB/Official Travel. 
 

4.3.7.2 Any employee who leaves the office without approved OB Slip/Travel Order 

shall be considered to have incurred an under time or unauthorized absence and which 
shall be deducted from the vacation leave credits/salaries (Sec. 34 Rule CVI, EO 292) 

 

4.3.8 Procedures for Rendering Official Business 

 

Responsible 
Person 

Steps 

Employee 1. Secure OB slip form (if within Metro Manila)from the Personnel 

Unit 
 

2. Accomplish OB slip and secure approval of the Group 
Head/Immediate Supervisor. 

 

3. Upon approval, submit the accomplished and duly 
approved/signed OB slip to the Personnel Unit at least a day before 

the OB. 

Personnel Unit 4. Receive the submitted OB Slip and record it in the time card of 
concerned employee 
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           4.3.9  Procedures for Securing Approval of Local Travel Order  

    

Responsible 

Person 

Steps 

Employee 1. Prepare Travel Order (if outside Metro Manila) and itinerary of 
Travel. 

 

2. Secure recommending approval of the immediate supervisor and 
approval of the Secretary General.  

 
3. Upon approval, submit the travel order together with the itinerary 

of travel to the Accounting Unit five (5) days before the travel, copy 
furnish the Personnel Unit a day before the travel. 

Accounting Unit 4. Certify that the previous cash advance of the employee has been 

liquidated and accounted for in the books. 

Personnel Unit 5. Receive the Travel Order and record it in the time card of 
concerned employee 

 
 

4.4 LEAVE OF ABSENCE 

 
4.4.1  Policies  

 
4.4.1.1  All the UNACOM officers and employees whether permanent temporary, or 

casual who render work during the prescribed office hours shall be entitled to 15 days 

vacation and 15 days sick leave annually with full pay, exclusive of Saturdays, Sundays 
and public holidays, without limitation as to the number of days vacation and sick leave 

that they may accumulate. 
 

4.4.1.2 Employees hired on a contractual basis are not entitled to vacation and sick 
leave benefits. Employment contract shall not provide for such leave benefits. 

 

4.4.1.3 Vacation and sick leave shall be cumulative and any part thereof which may not 
be taken within the calendar year in which it is earned may be carried over the succeeding 

years. Whenever any officer or employee retires, voluntary resigns or is allowed to resign 
or is separated from the service through no fault of his own, shall be entitled to the 

commutation of all the accumulated vacation and/or sick leave to his/her credit, provided 

his/her leave benefits. 
 

4.4.1.4 When the UNACOM employee whose leave has been commuted following 
his/her separation from the service is reappointed in the government before the expiration 

of the leave commuted, he is given two options, as follows: 

a. Refund the money value of the unexpired portion of the leave commuted; or 
b.  May not refund the money value of the unexpired portion of the leave 

commuted, but insofar as his leave credits is concerned, he shall start from 
zero balance. 

 
4.4.1.5 When the UNACOM officer or employee transfers to another government agency, 

he can choose either of the following modes relative to his unused vacation and/or sick, to 

wit: 
 a. Have it commuted; or 

 b. Have it transferred to his new agency 
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4.4.1.6 A transferee from another branch of government service to the UNACOM, may 
also transfer his/her unused vacation and/or sick leave credit but not its corresponding 

money value. 
 

4.4.1.7  The annual five-day vacation leave required under EO 1077 is considered 

complied with, when an officer or employees gives an approved vacation leave within a 
calendar year for a period aggregating not less than five (5) days which need not be 

successive. 
 

4.4.1.8 Commutation of terminal leave of employee is without limitation and regardless 
of the period when the credits were earned. The computation is exclusive of Saturdays, 

Sundays and holidays and is applicable only to those who are still in the service after 09 

January 1986. 
 

4.4.1.9   Sick leave shall be granted only on account of sickness or disability on the part of 
the employee concerned or of any member of his immediate family. All applications for 

sick leave for one full day or more shall be made on the prescribed form and shall be filled 

immediately upon employee’s return from such leave. Notice of absence, however should 
be sent to the immediate supervisor. Application for sick leave in excess of five (5) 

successive days shall be accompanied by a proper medical certificate. Sick leave may be 
applied in advance in cases where the official or employee will undergo medical 

examination or operation or advised to rest in view of ill health duly supported by a 
medical certificate. 

 

4.4.1.10  Any attempt of an employee to mislead or deceive his official supervisor, 
directly, or indirectly, in regard to absences on account of alleged sickness shall be ground 

for disciplinary action. 
 

4.4.1.11  Leave of absence for any reason other than serious illness of an officer or 

employee or of any member of his immediate family must be contingent upon the needs 
of the service. 

 
4.4.1.12  Leave of absence of an officer or employee in excess of the vacation or sick 

leave allowable shall be without pay. 

 
4.4.1.13  Leave of absence without pay for any reason other than illness shall not be 

counted as part of the actual service rendered. 
 

4.4.1.14 Leave without pay not exceeding one (1) year may be granted with the 
Chairman’s approval but under no circumstances can it be more than one (1) year. 

4.1.1.15  Leave without pay shall not be granted whenever an employee has leave with 

pay to his credit. 
 

4.4.1.16  Temporary employees may be granted leave of absence without pay if not 
incompatible with the needs of the service and provided the period of such leave does not 

exceed the expiration date of his temporary appointment. 

 
4.4.1.17  Officers and employees who have pending administrative charges against them 

shall not be granted vacation leave with pay during the pendency of the case. 
4.1.1.18 Application for leave shall be filed in advance or leave exceeding five (5) days 

must be accompanied by a medical certificate. 
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4.4.1.19  Clearance from office, money and property accountabilities and responsibility 

shall be required of employees applying for terminal leave or one month or more leave of 
absences with or without pay. 

 
4.4.1.11 Officers and employees who are absent for at least thirty (30) days without 

approved leave are considered on Absence Without Leave (AWOL) and may be dropped 

from the service without prior notice. He/she shall, however, be informed at his/her 
address appearing on his 201 files or at last known written address, of his/her separation 

from the service not later than five (5) days from its effectivity. A notice or order of the 
dropping from the rolls of an employee shall be issued by the appointing authority and 

submitted to the CSC office concerned for record purposes. 
 

4.4.1.12  If the number of unauthorized absences incurred is less than thirty (30) 

calendar days, written Return-to-Work-Order shall be served on the official or employee at 
his last known address on record. Failure on his part to report to work within the period 

stated in the order shall be a valid ground to drop him from the rolls. 
 

4.4.1.13  An employee who is continuously absent for more than one (1) year by reason 

of illness may be declared physically unfit to perform his duties and the Head of office in 
the exercise of his sound judgment may consequently drop him from the rolls. 

 
4.4.1.14  An officer or employee who is intermittently absent by reason of illness for at 

least 260 working days during a 24-month period may also be declared physically unfit by 
the Head of Office. 

 

4.4.1.15  An officer or employee who is behaving abnormally for an extended period 
which manifest continuing mental disorder and incapacity to work as reported by his co-

workers or immediate supervisor and confirmed by the Head office, may likewise be 
dropped from the rolls. A notice shall be given to the employee containing a brief 

statement of the nature of is incapacity to work. 

 
4.4.1.16  An official or employee who is absent without approved leave shall not be 

entitled to receive his salary corresponding to the period of his unauthorized leave of 
absence, It is understood, however that his absence shall no longer be deducted from his 

accumulated leave credits, if there are any. 

 
4.4.1.17  All applications for vacation leave of absence for one (1) full day or more shall 

be submitted on the prescribed form for action by the proper Head of agency five (5) days 
in advance, whenever possible, of the effective date of such leave. The grant of vacation 

leave shall be at the discretion of the head of department and agency. 
 

4.4.1.18  Whenever the application for leave of absence, including terminal leave, is not 

acted upon by the Head of agency or his duly authorized representatives within five (5) 
days after receipt thereof, the application for leave of absence shall be deemed approved. 

 
4.4.1.19  Employees hired on a contractual basis (contract of service) are not entitled to 

vacation, sick and other special leave privileges. 

 
4.4.1.20  Where an official or employee fails to report for work on a regular day for which 

suspension of work is declared after the start of regular working hours, he shall not be 
considered absent for the whole day. Instead, he shall only be deducted leave credits or 

the amount corresponding to the time when official working hours start up to the time the 
suspension of work is announced (CSC MC. No.14 s. 1999) 
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4.4.1.21  When an employee, regardless of whether he has leave credits or not is absent 
on a day immediately preceding or succeeding a Saturday, Sunday or holiday whether 

such absence is continuous or not, he/she shall not be considered absent on said 
Saturdays, Sundays and holidays and shall not be deducted leave credits. He/she shall 

neither receive salary for those days. 

 
4.4.1.22  A five-day special emergency leave shall be granted to government employees 

directly affected by natural calamities/disasters which can be applied for five straight 
working days or on staggered basis and will not be deducted from the employee’s leave 

credit. The special emergency leave may be availed of by the affected government 
employees within thirty days from the first day of calamity declaration by proper 

government agencies/authorities (CSC MC No. 2 s. 2012). 

 
4.4.2   Procedures for Filing an Application for Leave 

 

Responsible 
Person 

Steps 

Employee 1. Fill up/accomplish CSC Form No. 6 (revised 1994) and indicate the 
type of leave to be applied and forward the same to his/her 

immediate superior for approval. 

Sick Leave  
File/accomplish an application for sick leave for less than four (4) 

days immediately after the sick leave. Sick leave of five (5) days or 
more must be supported by a medical certificate issued by duly 

licensed physician/doctor. 

Immediate 
superior 

2. Recommend the approval of leave applied for and transmit the 
signed CSC Form No. 6 to the Personnel Unit for certification of 

availability of leave credit of employee. 

Personnel Unit 3. After computing the available leave credits (vacation or sick leave), 
forward CSC Form No.6 to the approving authority. 

Approving 

authority 

4. Approve the application for leave and return the duly approved 

CSC Form No. 6 to the concerned employee.  

Employee 5. Upon receipt of approved CSC Form No. 6, forward the same to 

the Personnel Unit for proper recording and safekeeping. 

Personnel Unit 6. Maintain an up-to-date record of leaves of all officers and 
employees in the UNACOM. 

7. Maintain and keep separate file for leaves (File 202) from their 
personal file (File 201) for each officer and employee. 

 

 
 

4.5  FRINGE BENEFITS  

 
4.5.1   Leave Benefits 

 
Vacation and Sick Leave – Officers and employees of UNACOM whether permanent or 

temporary who render work during the prescribed office hours shall, after six months of 
continuous, faithful and satisfactory service, be entitled to 15 days vacation and 15 days 

sick leave with full pay, exclusive of Saturdays, Sundays and public holidays, without 

limitation as to the number of days vacation and sick leave that they may accumulate. 
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4.5.1.1 Vacation Leave. Granted to officials and employees for personal reasons, the 

approval of which is contingent upon the necessities of the service. 
 

4.5.1.2 Sick Leave. Granted on account of sickness or disability to officials and 
employees or any member of their immediate family. Sick leave of five (5) days or more 

must be supported by medical certificate issued by the doctor. When an employee 

already exhausted his/her sick leave credits, he can use his vacation leave credits but not 
vice versa. 

 
4.5.1.3 Special Leave Privileges.  Granted employees an additional  three (3) days 

special leave privileges annually  on top of the other leave privileges to enable them to 
attend milestones of their lives such as graduation, enrollment, wedding/anniversary, 

birthday, hospitalization, funeral/mourning, relocation, government transaction, calamity 

and accident (CSC Memorandum Circular No. 6 series of 1996). The said privileges shall 
be non-cumulative and non-commutative and may be availed of by the official/employee 

when the occasion is personal to him/her and that of his/her immediate family. 
 

4.5.1.4  Relocation/Dislocation Leave. Refers to a special leave privilege granted to 

an official/employee whenever he/she transfers residence as a result of his/her 
reassignment. 

 
4.5.1.5 Parental Leave to Solo Parents.  Granted seven (7) days of parental leave 

every year to solo parents who  have rendered service of at least one (1) year in 
recognition of their parental responsibilities and obligation provided the children are 

unmarried, unemployed and below 18 years of age (Solo Parents Welfare Act of 2000, 

the CSC issued Memo Circular No. 8, s. 2004). 
 

Requirements to avail of Solo Parent Leave 
 

1. Secure a Solo Parent Identification Card from the City/Municipal Social Welfare 

and Development Office. The ID is valid for one year from issuance but yearly. 
Failure to renew the card means that his/her status as a solo parent has ceased 

or has changed.  
2. Submit the accomplished application form (CS Form No.6) duly supported with 

certified true copies of the Solo Parent ID and birth certificate of the child/children 

or other requirements such as medical, if necessary. 
 

4.5.1.6 Special Leave Benefits for Women. Any female public sector employee 
(public officials in the career and non-career service except those without an employer-

employee relationship) regardless of age and civil status, shall be entitled to a special 
leave of a maximum of two (2) months with full pay based on her gross monthly 

compensation (basic pay + allowances), provided she has rendered at least six (6) 

month aggregate service in any or various government agencies for the last twelve (12) 
months prior to undergoing surgery for gynecological disorders. The special leave may be 

availed for every instance of gynecological disorder requiring surgery for a maximum 
period of two (2) months per year. If the period of recuperation after the surgery 

exceeds two months, the female official/employee may use her earned sick leave credits 

for the same. If the sick leave credits have been exhausted, the vacation leave credits 
may be used pursuant to Section 56 of the Omnibus Rules on Leave (CSC MC No. 25 S. 

2010). The special leave benefit is non-cumulative and not convertible to cash. 
 

To avail of the special leave benefits, the female officer/employee shall fill-up and sign 
CS Form No. 6 to be approved by the  proper signing authority and to be supported by a 
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medical certificate issued by proper medical authorities indicating the clinical summary 

reflecting the gynecological disorder.   
 

4.5.1.7  Maternity Leave as amended. Granted maternity leave of sixty (60) days with 
full pay to women, whether married or unmarried who have rendered an aggregate of 

two (2) or more years of service, in addition to the vacation and sick leave granted them. 

Maternity leave of those who have rendered one (1) year or more but less than two (2) 
years of service shall be entitled to 60 days maternity leave with payment computed in 

proportion to their length of service, provided that those who have served for less than 
one (1) year shall be entitled to 60-days maternity leave with half pay (Solo Parent Act of 

2000) 
 

The enjoyment of maternity leave cannot be deferred but should be enjoyed within the 

actual period of delivery in a continuous and uninterrupted manner not exceeding 60 
calendar days. 

 
Maternity leave shall be granted to female employees in every instance of pregnancy 

irrespective of its frequency or more than once a year. 

 
A female employee may go on maternity leave for less than sixty (60) days provided she 

presents a medical certificate that she is physically fit to assume the duties of her 
position. 

 
The commuted money value of the unexpired portion of the leave need not be refunded 

and that when the employee returns to work before the expiration of her maternity 

leave, she may receive both the benefits granted under the maternity leave law and the 
salary for actual services rendered effective the day she reports for work. 

 
Maternity leave with pay may be granted if the delivery occurs not more than 15 

calendar days after the termination of employee’s service as her right thereto has already 

accrued. 
 

A woman employee can still avail of sixty (60) days maternity leave with pay even if she 
is on an extended leave of absence without pay. 

 

A woman employee is entitled to maternity leave of absence with pay even if she has a 
pending administrative case. 

 
A woman contractual employee shall be entitled to maternity leave benefits like regular 

employees in accordance with the above stated provisions. 
 

Documentary Requirements for Maternity Leave 

 
a. Certified true copy of approved application for leave 

b. Certified true copy of Maternity leave clearance 
c. Medical certificate for maternity leave 

 

Additional Requirements for Unused Maternity Leave (upon assumption 
before the expiration of the 60-day maternity leave) 

 
a. Medical certificate that the employee is physically fit to  work. 

b. Certificate of assumption 
c. Approved daily time record. 
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4.5.1.8 Paternity Leave. Granted to married male employees for seven (7) days for 
the first four (4) deliveries while continuing to earn compensation on the condition that 

his legitimate spouse has delivered a child or suffereda miscarriage, for purposes of 
enabling him to effectively lend care and support to his wife before, during and after 

child birth, as the case maybe, and  assist in caring for his new-born child. Paternity 

leave of seven (7) days shall be non-cumulative and strictly non-convertible to cash. The 
same may be enjoyed in a continuous or in an intermittent manner by the employee on 

the days immediately before, during and after the childbirth or miscarriage of his 
legitimate spouse. 

 
4.5.1.9 Mandatory Leave. All officials and employees with 10 days or more vacation 

leave credits shall be required to go on vacation leave whether continuous or intermittent 

for a minimum of 5 working days annually. Those with accumulated vacation leave of 
less than 10 days shall have the option to go on forced leave or not. 

 
The mandatory annual five (5) day vacation leave shall be forfeited if not taken during 

the year. However, in cases where the scheduled leave has not been cancelled in the 

exigency of service, the scheduled leave not enjoyed shall no longer be deducted from 
the total accumulated vacation leave. 

 
Retirement and resignation from the service in a particular year without completing the 

calendar year do not warrant forfeiture of the corresponding leave credits if concerned 
employees opted not to avail of the required five (5) day mandatory vacation leave. 

 

Those with accumulated vacation leave of less than ten (10) days shall have the option 
to go on force leave or not. However, officials and employees with accumulated vacation 

leave of 15 days who availed of monetization for 10 days shall still be required to go on  
forced leave. 

 

4.5.1.10 Rehabilitation Leave. Granted for a maximum period of 6 months to officials 
and employees who incurred wounds and injuries in the performance of duty, supported 

by the proper medical certificate and evidence showing that the wounds or injuries were 
incurred in the performance of duty. The Head of Agency shall direct that absence of an 

employee during his period of disability thus occasioned shall be on full pay, but not to 

exceed six (6) months and authorize the payment of medical attendance, necessary 
transportation, subsistence and hospital fees of the injured employee. Absence in the 

case contemplated shall not be charged against sick leave or vacation leave, if there are 
any. 

 
4.5.1.11 Leave Monetization. Granted to officials and employees with 15 days 

accumulated vacation leave credits, provided that at least 5 days vacation leave is 

retained after monetization. Provided that a maximum of thirty (30) days may be 
monetized in a given year. 

 
Monetization of 50% of all the accumulated leave credits may be allowed subject to the 

following valid and justifiable reasons, discretion of the agency head and availability of 

funds (CSC-MC 16 S. 2002): 
 

a.  Health, medical and hospital needs of the employee and the immediate 
members of his/ her family; 
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b. Financial aid and assistance brought about by force majeure events such as 

calamities, typhoons, fire, earthquake and accidents that affect the life, limb 
and property of the employee and his/ her immediate family; 

c.  Educational needs of the employee and the immediate 
 members of his/ her family; 

d.  Payment of mortgages and loans which were entered  into for the benefit 

or which inured to the benefit of the employee and his/ her immediate family; 
e.  In cases of extreme financial needs of the employee or his/her immediate family 

where the present sources of income are not enough to fulfill basic needs such 
as  food, shelter and clothing; and other analogous cases as may be determined 

by the Commission.. 
 

The monetized leave credits is not subject to withholding tax.  

 
4.5.1.12  Terminal Leave.  Balance of accumulated leave credits can be monetized 

upon resignation, retirement or separation from service; provided separation from 
service is without cause. Payment of terminal pay shall be based on highest salary 

received. 

 
4.5.2    Other Benefits  

 
4.5.2.1 Loyalty Award– Granted to an employee who has completed at least ten 

(10) years of continuous and satisfactory service in the government. For those who 
have received the cash award during the first 10 years shall, upon reaching 15, only 

receive the cash award for the succeeding years and so on. 

 
4.5.2.2 Productivity Incentive Allowance (PIA) Granted a one time payment of 

PIA (P2,000) to full-time permanent, temporary and casual employees, including 
contractual employees with employment in the nature of a regular employee, who have 

rendered at least one (1) year of service in the Government with at least satisfactory 

performance rating (DBM Circular No. 426). 
 

4.5.2.3  Honoraria. An employee performing activities or discharging duties in 
addition to, or over and above his/her regular functions may be granted honoraria 

 

a. Government Procurement 
 

The payment of honoraria, per completed procurement project, to the Bids 
and Awards Committee members, is as follows: 

 
BAC Chairman  - P2,500 

BAC Members - P2,500 

BAC TWG    - P2,000 
 

The average amount of honoraria per month over one year shall not exceed 
25 percent of the basic monthly salary. 

 

A procurement project shall be considered successfully completed once the 
contract has been awarded to the winning bidder in competitive bidding, 

limited source bidding and negotiated procurement after there has been 
failure of bidding for the second time. 

 
The honoraria shall be sourced from the following: 
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a. Collections from successfully completed projects limited, however, to 
activities prior to awarding of contracts to winning bidder: 

a.1 Proceeds from sale of bid documents 
a.2 Proceeds from bid security forfeiture 

b. Savings realized from the current year’s specific budget of the 

agency under GAA 
 

Documentary Requirements 
 

a. Office order creating and designating the BAC composition and 
authorizing the members to collect honoraria. 

b. Minutes of BAC meeting. 

c. Notice of Award to the winning bidder of procurement activity being 
claimed 

d. Certification that the procurement involves competitive bidding 
e. Attendance sheet listing names of attendees to the BAC meeting.  

 

4.5.2.4  Year-end Bonus and Additional Cash Gifts. The Year-End Bonus 
equivalent to one (1) month basic salary and additional Cash Gift shall be granted to all 

National Government officials and employees, whether under regular, temporary, 
casual or contractual status, on full-time or part-time basis, who have rendered at least 

a total of four (4) months of service including leaves of absence with pay from January 
1 to October 31 of each year, and who are still in the service as of October 31 of the 

same year. One half (1/2) of said year-end bonus and cash gift may be paid not earlier 

than May 1 if at least a total of four (4) months of service have been rendered 
regardless of whether they will still be in the service as of October 31 of the same year. 

In case an official or employee retires or is separated from government before October 
31, a proportionate share of the remaining balance of the Year-End Bonus and Cash 

Gift shall be granted to said official or employee, based on the monthly basic salary 

immediately preceding the date of retirement or separation (DBM Circular No. 2010-1 
dated 28 April 2010, which is applicable for FY 2010 and years thereafter). 

 
Documentary Requirements for Year-end Bonus and Cash Gift Claims 

  

  For individual claims 
 

a. Clearance from money, property and legal accountabilities 
b. Certification from head of office that the employee is qualified to 

receive the YEB and CG benefits. 
 

General claims 

 
a. YEB and CG payroll 

b. Payroll register (hard and soft copy) 
c. Letter to the bank to the credit employees’ account of their YEB and 

CG claims 

d. Deposit slips 
 

4.5.3 Performance-Based Bonus (PBB) – The PBB is given to all  eligible officials and 
employees holding regular plantilla positions; and contractual personnel having an 

employer-employee relationship with the said agencies; and who have at least a obtained a 
rating of “Satisfactory” based on the agency’s CSC-approved  Strategic Peformance 
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Management System (SPMS) and who have rendered a minimum of nine (9) months of 

service during the fiscal year 
 

 
Criteria and Conditions for the grant of PBB: 

   

a. Use of the Strategic Performance Management System (SPMS) as basis 
for ranking performance of First and Second level employees 

b. Compliance to Public Financial Management (PFM) reporting requirements 
of the Commission on Audit (COA) and Department of Budget and 

Management (DBM) 
c. Adoption and use of the Agency Procurement Compliance and 

Performance Indicators (APCPI) System 

d. Compliance with Section 3e of Administrative Order (AO) No. 46 s. 2015 
which requires agencies to submit their respective Annual Procurement 

Plan (APP) 
e. Submission of separate Forms B and C for Agency Accomplishment for 

Priority Programs and Initiatives under  Executive Order (EO) No. 

43, and Agency Accomplishment  for OP Planning Tool FY 2015 Targets, 
respectively. 

 
4.5.4 Productivity Enhancement Incentive (PEI) – The PEI equivalent to P5,000 or 

one month basic salary is given to all civilian employees occupying regular, contractual, 
or casual positions, whether appointive or elective, on full or part time basis, provided 

they have employer-employee relationship with the agencies concerned and whose  

compensation are charged against Personnel Services appropriations.  
 

Conditions to be Met by Agencies Before they could Grant the One-
Time PEI at One Month Basic Salary: 

 

a. Achievement of at least 90% of the FY  targets under at least two (2) 
performance indicators (quantity, quality of timeliness) for at least one (1) 

Major Final Output (MFO) under Operations. 
b. Compliance with the posting of the Transparency Seal as required under 

Section 91, General Provisions of the FY General Appropriations Act. 

c. Compliance with the posting or publication of the Citizen’s Charter or its 
equivalent as required under the Anti-Red Tape Act of 2007 

 

4.6 GSIS COVERAGE 

 

4.6.1  Membership 
 

Pursuant to Section 3 of Republic Act 8291 or the Government Service Insurance 

System (GSIS) Act, membership in the GSIS shall be compulsory for all employees 
receiving compensation who have not reached the compulsory retirement age, 

irrespective of employment status, except contractuals who have no employer and 
employer relationship with the agencies they serve. 

 

All members of the GSIS shall have life insurance, retirement, and all other social 
security protection such as disability, survivorship, separation, and unemployment 

benefits. 
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Under Section 4 of RA 8291,a member separated from the service shall continue to be a 

member, and shall be entitled to whatever benefits he has qualified to in the event of 
any contingency compensable under this Act. 

 

Procedures for Applying for GSIS Membership 

Person/Unit 

Responsible 

Steps 

GSIS 1. Require the UNACOM to designate the Agency Authorized 
Officers (AAO)-Accounting Unit and membership coordinator-

Personnel Unit. 

Personnel 
Unit 

2. Accomplish the Agency Remittance Advice containing the basic 
information about the employee and forward the same to the 

Accounting Unit/Membership Coordinator. 

Accounting 

unit-AAO 

3. Transmit thru e-mail the accomplished Agency Remittance 

Advice to the GSIS Membership Department. 

GSIS 4. One week from submission, transmit the Agency Billing 
Statement containing the GSIS contributions to be deducted from 

the employee to the Personnel Unit. 

Accounting 5. Receive the Agency Billing Statement for deduction of GSIS 
contributions from the salaries of employee. 

Personnel 6. Advice the employee to enroll for the GSIS eCard. 

Employee eCard Enrollment 
 

1. Enroll for the GSIS eCard by accomplishing an eCard enrollment 

form and submit it to the GSIS personnel assigned in the eCard 
enrollment area together with two (2) valid IDs (e.g. company ID, 

LTO license, PRC license, passport, voter’s registration ID). 

 2. After few weeks, get the eCard from the GSIS office where you 

applied. 

3. Upon receipt of eCard, go to any GSIS Wireless Activated 
Processing System (G-W@PS) kiosk located at the nearest GSIS or 

major government office. 

4. Place your eCard on the G-W@PS kiosk card reader. 

5. Touch the screen to select any of your pre-registered fingers. 

6. Very lightly, put the finger you selected on the fingerprint 

scanner to activate your eCard. You only need to activate your card 
once after you receive it. 

7. Use your eCard after five (5) working days after activating it. 

You can check you membership account or apply for housing loans 
using your eCard in any G-W@PS kiosk nearest you. 

 

 
Employee 

 

eCard Replacement 

 
For lost eCard Plus 

 
1. Call immediately any Union Bank branch/Land Bank to inform 

them that your eCard Plus is missing so they can block your 

account to prevent others from using it. 

2. Execute an affidavit of loss duly notarized by a lawyer 

3. Got to any Union Bank branch and fill-up an eCard Plus 

replacement form. 

4. Submit to the Union Bank personnel the accomplished eCard 

Plus replacement form with the Affidavit of Loss. 
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5. Pay the corresponding replacement fee of P300.00. 

In a few weeks, you can get  your new eCard Plus from the Union 

Bank branch where you applied or through the snail mail. 

For damaged eCard 

 
1. Present your damaged eCard Plus at any Union Bank branch. 

2. Fill up an eCard Plus replacement form. 

3. Submit to the Union Bank personnel the accomplished eCard 

Plus replacement form with the Affidavit of Loss. 

 4. Pay the corresponding replacement fee of P300.00. 

 In a few weeks, you can get  your new eCard Plus from the Union 

Bank branch where you applied or through the snail mail. 

 

4.6.2 Benefits and Privileges of GSIS members 

 
4.6.2.1   GSIS Retirement Benefits. The GSIS Retirement  benefits are as 

follows: 
 

a.1 Retirement under R.A. 8291 – provides the option to choose either to 
receive a 5 year lump sum or cash payment with instant pension. To 

qualify for this retirement mode:  

a.1.1 The retiree must have rendered at least 15 years of service. 
a.1.2 He/she must not be a permanent total disability pensioner. 

a.1.3  He/she is at least 60 years of age at the time of retirement. 
     

Unlike other retirement modes, the last three years of service of a retiree need not 

to be continuous under RA 8291. 
 

Packages in store for you 
 

Retiring members who will opt to retire under RA 8291 are entitled to either of the 
following: 

 

Option 1: 5-Year Lump Sum and Old Age Pension 
Under this option, the retiree can get his/her five-year worth of pension in 

advance. The lump sum is equivalent to 60 months of the Basic Monthly 
Pension (BMP) payable at the time of retirement. After five years, the retiree 

will start receiving his/her monthly pension. 

 
Option 2: Cash payment and Basic Monthly 

In option 2, the retiree will receive a Cash Payment equivalent to 18 times the 
Basic Monthly Pension (BMP) payable upon retirement and then a monthly 

pension for life payable immediately after his retirement date. 

 
The BMP is computed as follows: 

a) If length of service is less than 15 years:  
BMP = .375 x RAMC (Revalued Average Monthly Compensation) 

b) If length of service is 15 years and more : BMP = .025 x RAMC x Length 
of service 

The BMP, however, shall NOT exceed 90% of the Average Monthly 

Compensation (AMC). 
RAMC stands for Revalued Average Monthly Compensation and is computed 

as follows : 
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RAMC= P700 + AMC (Average Monthly Compensation) 

 
AMC 

= Average Monthly Compensation 
= Total Monthly Compensation received during the  

last 36 months of service divided by 36 

Application of the AMC Limit 
 

The maximum amount of the Average Monthly compensation (AMC) to be 
used as the base for computing pensions and other benefits of a member 

shall be the AMC limit prevailing at the time the contingency/ies occurred. 
Thus, pursuant to the lifting of the AMC limit, the monthly pension of a 

member with at least 15 years of creditable service who is in the service on 

or after January 1, 2003 shall be computed on the basis of his/her AMCs 
without limit. 

 
Documentary Requirements 

 

a. Updated service record indicating the number of days on leave 
without pay and/or certification issued by the Personnel Unit that the 

retiree did not incur any leave of absence without pay. 
b. Retirement application 

c. Office clearance from money/property accountability and 
administrative/criminal liability 

d. Statement of asset, liabilities and networth 

e. Retirement gratuity computation 
f. Affidavit of undertaking for authority to deduct accountabilities 

g. Affidavit of applicant that there is no pending criminal investigation 
or prosecution against him/her (Anti-Graft RA NO. 3019). 

 

 
 

Additional Requirements in case of resignation 
 

a. Employee’s letter of resignation duly accepted by the Agency Head 

 
Additional Requirements in case of death of claimant 

 
a. Death certificate authenticated by NSO 

b. Marriage contract authenticated by NSO 
c. Birth certificate of all surviving legal heirs authenticated by NSO 

d. Designation of next-of kin 

e. Waiver of rights of children 18 years old and above 
f. Affidavit of two disinterested parties that the deceased is survived by 

legitimate and illegitimate children (if any), natural, adopted or children 
of prior marriage. 

a.2 Retirement under R.A. No. 1616 – allows the refund or 

withdrawal of all the retiree’s GSIS premiums and receive gratuity 
payments from the  employer at the same time. 

a.3 Retirement under R.A. No. 7699 – also known as ‘Portability 
Law’. If the retiree’s creditable years of service won’t quality 

him/her for retirement pension, he/she can combine his/her SSS 
years of service together your GSIS years of service. 
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4.6.2.2 GSIS Survivorship Benefits – When  a GSIS member or pensioner died, 
all his qualified beneficiaries are entitled to receive lumpsum amount or monthly 

pension subject to the survivorship program policies and rules.  
 

Qualified beneficiaries are the pensioner’s surviving legal spouse(provided he/she will 

not marry again) and dependent children under 21 or incapacitated children. If the 
pensioner was single, qualified beneficiaries would be his legal parents. Monthly 

pension for the surviving spouse will receive an equivalent  to 50% of the basic 
monthly pension of the late pensioner. Children will receive 10% of the BMP each 

child. Only 5 children are qualified by the way. 
 

4.6.2.3 GSIS Burial and Funeral Benefits -  Qualified beneficiaries are not only 

entitled for monthly pensions after a GSIS member or pensioner died. A P20,000 
funeral benefit is given upon the death of the member or pensioner. 

 
 The requirements to avail of the burial benefit are: 

  If claimant is the legal spouse  

1. Original copy of Death Certificate of the member from  
 NSO. 

2. Original copy of Marriage Contract from NSO 
3. Two valid ID (original to be shown, photocopy to be   

 submitted) 
4. Original copy of NSO certified Birth Certificate of the claimant (if there 

will be claims for death and survivorship benefits). If not registered, may 

apply for late registration. 
 For immediate full payment of the benefits, and in the absence of NSO 

Birth Certificate, valid passport or visa; driver’s license; PRC ID with 
record of birth. 

 

4.6.2.4 GSIS Unemployment Benefit - Under Republic Act No. 8291, a permanent 
government employee who has paid the required 12 months integrated contributions 

has been separated from service is entitled to receive monthly cash payments 
equivalent to 50% of the average monthly compensation (AMC).This unemployment 

benefit is dependent upon the member’s length of service and ranges from 2 months 

to a maximum of 6 months. 
 

4.6.2.5 GSIS Disability Benefit - The disability benefits are granted to a member 
due to the loss or reduction in earning capacity caused by a loss or impairment of the 

normal functions of the employee's physical and/or mental faculties as a result of an 
injury or disease.The cash payments and monthly pensions would depend upon the 

type of disability and creditable service and average monthly compensation of the 

member. 
 

4.6.2.6  GSIS EC (Employees’ Compensation) Benefits - The EC benefitis an 
employer-based contribution benefit. The member has the option to receive cash 

income benefits for disability or death, medical and related services for injury or 

sickness and rehabilitation services (in addition to monthly cash income benefit) for 
permanent disability provided the member meets all the compensability conditions. 
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4.6.2.7 GSIS Hospitalization Benefit - A member, pensioner and all of the 

beneficiaries (10% discounts for beneficiaries) can avail discounts from medical 
services from various partner-hospitals, including outpatient services and emergency 

cases, medicines as well as discounts in professional fees of select physicians using the 
GSIS ecard. Patients can avail of a 50-percent discount if they use the medical 

equipment lent by the GSIS to the hospital; 40-percent discount if they undergo special 

diagnostic procedures; 35 percent for common procedures; 30 percent on room rates; 
and 10 percent on professional fees including consultation fees.  

 
4.6.2.8 GSIS Loans - Using the GSIS eCard, the member can avail of emergency 

loans, cash advance, housing loans, consolidated loans, and policy loans. 
 

The two kinds of compulsory GSIS life insurance programs which are automatically 

granted to the member the day he/she enters government service are the Enhanced 
Life Policy (ELP) and the Life Endowment Policy (LEP). 

 
 Enhanced Life Policy- provides cover for the members who entered the 

service after July 31, 2003 including the regular GSIS member who will opt to 

convert his/her existing LEP into ELP. Members whose policies have matured 

will also be covered by ELP. The maximum loanable amount the member can 
avail of under ELP is up to 90 percent of the accumulated termination value of 

this policy. 
 

         Who are your beneficiaries under the ELP? 
 

In the event of death, the proceeds of the member’s life insurance coverage shall 

be distributed in accordance with the provisions on interstate succession of the 
Civil Code and in the order of the following beneficiaries: 

 
a. Primary beneficiaries: Legal spouse and legitimate children. 

 

b. In the absence of primary beneficiaries: The acknowledged natural children 
and surviving ascendants. 

 
c. In the absence of the above relatives: The relatives within the fourth degree 

of consanguinity. 

 
How is the death benefit computed under the ELP? 

 
The death benefit shall be computed based on the member’s last monthly salary 

immediately preceding his/her death and to which salary the corresponding life 
insurance premiums were paid and remitted to the GSIS. 

 

How much is the termination value earned under the ELP? 
 

The termination value earned under the policy shall be equivalent to 25% for 
every monthly life insurance premiums that have been paid in full, either by 

direct remittance or through an automatic premium loan (APL). The accumulated 

termination value shall increase at such rates as may be computed by actuary. 
 

         Age bracket 
 

http://www.gsis.gov.ph/default.php?id=32
http://www.gsis.gov.ph/default.php?id=32
http://www.gsis.gov.ph/default.php?id=36
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The type of insurance plans issued to members depends on the age nearest the 

member’s birthday at the time of effectivity, as follows: 
 

 

Age Bracket Plan of Insurance 

30 years and below Endowment at 45 

31 years to 40 Endowment at 55 

41 years to 59 Endowment at 65 

60 years and over Ordinary Life 

 

 Life Endowment Policy - refers to the life insurance policy issued to the 

member who entered the service prior to August 1, 2003. The maximum 
loanable amount the member can avail of under LEP is up to 50 percent of the 

accumulated termination value of this policy. 

 
The Policy Loan bears an interest of 8% compounded annually.A member who 

has been insured for at least one year may be granted the Policy Loan. The 
availing member must also have updated premium payments and has an active 

policy to be eligible under this loan product. 

 
 Optional Policy  

 

A member has an option to avail of an additional life insurance without any limit 
to his life insurance coverage.  

 
 Dividends- A policyholder whose policy has been in force for at least one year 

may receive dividends as may be determined by the Actuary and approved by 

the Board. 

 
 Conso-Loan - is a consolidation of five different loan products into one—

Salary Loan, Restructured Salary Loan, Enhanced Salary Loan, Emergency 

Loan Assistance, and Summer One-Month Salary Loan. By availing of the 
Conso-Loan, the member automatically fully settleshis/her obligations from 

these loans.  

 
A member who has been in government service for at least 10 years can avail of 

a Conso-Loan equivalent to 10 months of his/her monthly salary. The minimum 
creditable years in service a member has to have to qualify is 20 months, with 

the Conso-Loan proceeds equivalent to three months of his/her monthly salary. 
The gross loan amount shall be a multiple of the Basic Monthly Salary (BMS), 

depending on the member’s accumulated Record of Creditable Service (RCS), to 

wit: 
 

Record of Creditable Service Maximum Loan Amount 

Less than 20 months None 

20 months or more 3 BMS 

40 months of more 4 BMS 

5 years or more 7 BMS 

10 years or more 10 BMS 

  
 The Conso-Loan is renewable as long as there are proceeds available. The loan is 

payable in six years with a minimal rate of of 12% based on diminishing balance. 
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Who can avail of the Conso-Loan? 
 

1. Active members with no pending administrative or criminal case are 
qualified to apply for the loan, provided their agency remitted at least 3 

correct monthly premium payments (both personal and government 

share) within the last 6 months prior to the filing of the application. 
2. Must not be on leave of absence without pay. 

3. Members’ net take-home pay should be sufficient to cover the regular 
monthly amortization. 

4. Members from suspended agencies are not qualified to avail of the 
Conso-Loan. 

 

 Cash advance loan- GSIS offers a cash advance loan in the amount of 

P10,000 (less service charge) at reasonable terms to a member who have at 
least three correct premium for personal and government share within the 

last six months prior to application of the loan. If the availing member still 
has an outstanding balance from the old P5,000- Cash Advance Loan, it will 

be deducted from the proceeds of the new loan. The loan bears an interest 

rate of 12 percent payable in three years. A member can avail of the 
P10,000-Cash Advance Loan only once. To avail of the cash advance loan, 

follow the procedures on how to avail of the GSIS loan using the G-W@PS. 
 

 
 

Procedures for Applying  for a GSIS Loans thru the  

G-W@PS Kiosk 

Person/Unit 
Responsible 

Steps 

Employee 1. Go to the GSIS office nearest you. 

 2. Place your eCard Plus in the G-W@PS kiosk card reader. It will 
display your personal data. 

 3. Choose Loan Windows icon. The screen will display the type of 

loans. 

 4. Touch the loan icon you prefer (example: Consoloan, Salary loan, 

Emergency loan assistance, summer one-month salary loan). The 

screen will display the tentative computation of your preferred loan. 
You may change the loanable amount or payment terms. The Kiosk 

will prompt you to update your cellphone number and agree to the 
Application Agreement. 

 5. If you want to proceed with the application, touch “Agree” icon. If 

you want to cancel, touch “Cancel” icon. 

 6. If you touched “Agree,” the screen will display the verification page. 

You may select the finger to be used for verification. 

 
 

 

7. To confirm your loan application, place selected finger on the 
biometric scanner. Your loan will be forwarded to yourAgency 

Authorized Officer (AAO) for approval/disapproval. 

Employee 8. Inform AAO that he/she availed of the GSIS Loan for approval 

 9. Wait for a text message notifying you of the status of your loan 

application.  

 10. Once approved, you can withdraw anytime your loan proceeds 
from any Megalink, Bancnet and Expressnet ATM located nationwide. 
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4.7 HDMF COVERAGE 
 

4.7.1  Membership 
 

Under PD 1752 as amended by Republic Act No.7742, Pag-IBIG Fund membership is 

mandatory for all SSS and GSIS members earning P4,000.00 and above, and as such, 
these employees must be registered automatically as Pag-IBIG members by their 

respective employers. 
 

Procedures for Applying for Pag-IBIG Membership 

Person/Unit 
Responsible 

Steps 

 
 

Employee 

For Online Registration 
 

1. Select the register as new member option: 

a. For prospective members and/or first time registrants of the 
fund. 

b. For members issued a Pag-IBIG MID number only (no 
security code) 

 2. Select the View Registration Information option for registered 

members using the Registration Tracking Number issued during 
registration 

 3. Select the Update Registration Information using the Pag-Ibig 

Membership ID (MID) Number option for members issued an 
HDMF Transaction card. 

 

 4.7.2 HDMF Benefits 
 

4.8.2.1  Housing Loan. Grants opportunities to Pag-IBIG Fund members to avail of 
housing loans. 

 
4.8.2.2 Provident Benefits. Offers financial assistance to qualified HDMF member 

by granting short term loans, as follows. 

 
a. Multi-Purpose Loan Program (MPL).Provides financial assistance to 

Pag-IBIG members for purposes of minor home improvement, 
livelihood, medical, educational, purchase of appliance and furniture 

and other needs. 

 
  Borrower Eligibility  

   
  New Loan  

 

1. With at least twenty-four (24) monthly contributions.  
2. An active member at the time of loan application, with at least five (5) 

monthly contributions for the last six (6) months.  
3. Member-applicant’s net take home pay shall not fall below the minimum 

requirement of the General Appropriations Act (GAA) or company policy, 
whichever is applicable.  

4. If with existing calamity loan, a member shall be allowed to avail of the 

MPL only after payment of at least six (6) monthly amortizations. The 
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outstanding balance, together with any accrued interests, penalties and 

charges, shall be deducted from the proceeds of the MPL.  
 

b. Loan Renewal  
 

1.With payment of at least six (6) monthly amortizations. The outstanding 

balance, together with any accumulated interests, penalties and 
charges, shall be deducted from the proceeds of the new loan.  

2.  An active member at the time of loan application, with at least five (5) 
monthly contributions for the last six (6) months.  

3.  Member-applicant’s net take home pay shall not fall below the 
minimum requirement of the  General Appropriations Act (GAA) or 

company  policy, whichever is applicable.  

 
c. Calamity loan program. Provides financial assistance to Pag-IBIG Fund 

member-victims in calamity-stricken areas, as declared by the Office of the 
President or the Sangguniang Bayan. 

 

  Borrower Eligibility  
   
  New Loan  
 

1. With at least twenty-four (24) monthly contributions.  
2. An active member at the time of loan application, with at least five (5) 

monthly contributions for the last six (6) months.  

3. Member-applicant’s net take home pay shall not fall below the 
minimum requirement of the General Appropriations Act (GAA) or 

company policy, whichever is applicable.  
4. A resident of the calamity-stricken area.  

5. If with existing MPL, the outstanding balance, together with any 

accrued interests, penalties and charges, shall be deducted from the 
proceeds of the calamity loan.  

 
Loan Renewal  

 

1. Should another calamity occur in the same area, a borrower may renew 
his calamity loan any time. The outstanding balance of his existing loan, 

together with any accrued interests, penalties and charges, shall be 
deducted from the proceeds of the new loan.  

 

Procedures for Availment of Provident Loan 

Person/Unit 

Responsible  

Steps 

Employee 1. Secure an Application for Provident Benefits Form (HDMF 
P1-1) together with the checklist of requirements: 

 
For government employees, age 60 or 65 

a. Updated Service Record 

Any of the following: 
b. GSIS Retirement Voucher 

c. Certified true copy of borth certificate 
d. Valid ID card with photo and signature or two (2) 

valid ID cards stating date of birth 
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Separation from service due to health reasons 
a. Sworn employer’s certification that said employee was 

separated due to health reasons, duly notarized. 

b. Physicians statement/certificate 
c. Valid ID card with signature and photo 

d. Updated service record 
 

Total disability and insanity 
 

a. Physicians Certificate or Statement of Insanity 

b. Valid ID card with signature and photo 
 

For permanent departure 
 

a. Photocopy of Immigration Visa and Passport 

b. Sworn declaration of Intention to Depart from the 
Philippines permanently, duly notarized. 

c. Updated Service Record 
For Citizens/Residents: 

d. Photocopy of passport 
e. Resident Alien Card 

f. Updated Service Record 

Note: In case claimant is already out of the country, the 
required documents for submission (including SPA) must be 

duly authenticated by the Philippine Consulate in the 
country where member is staying. 

 

Death 
 

a. Certified True Copy of Members Death Certificate issued 
by the LCRO or NCSO. 

b. Proofs of Surviving Legal Heirs, duly notarized. 

c. Certified True Copy of Marriage Contract/Certificate 
issued by the LCRO or NCSO, if member is married; or 

parents marriage contract, if member is single. 
d. Notarized Affidavit of Guardianship for children below 

eighteen (18) years old or still minor 
e. Updated Service Record 

f. Funeral receipt 

g. Certificate of Beneficiary 
h. Statement of Service 

i. Statement of last payment 
j. Latest Payslip 

k. Valid ID card with photo and signature 

 
Membership Maturity (for active members) 

 
a. Application for Provident Benefits 

b. Members Data Form 
c. Updated Service Record 

 2. Submit accomplished HDMF P1-1 together with the 

complete required documents. 
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3. Bring the original copies of the required documents for 
authentication. 

 4. Receive Acknowledgement Receipt (HDMF P1-4 

 5. Present HDMF-P1-4 and two valid ID cards when 
claiming check. 

 

4.8 PHILHEALTH COVERAGE 
 

4.8.1  Membership 

 
Employees of the government, whether regular, casual or contractual, who renders 

services in any government branches, military or police force, political subdivisions, 
agencies, or instrumentalities, including government-owned and controlled 

corporations, financial institutions with original charter, constitutional commissions, 
and is occupying either an elective or appointive position, regardless of status of 

appointment. 

 

Procedures for Applying for  PhilHealth Membership 

Person/Unit 

Responsible 

Step 

Employee 1. Accomplish Member Data Record IA in duplicate copies. 
 

Attach clear copy of supporting documents for qualified 
dependents to be declared and submit the accomplished form 

together with the supporting documents to the Personnel Unit 

Personnel Unit 2. Forward the above documents to PhilHealth together with ER2 
Form (Report of Employee-Members). 

PhilHealth 3. Issue the employee’s PhilHealth Identification Card (PIC) 

containing the employee’s PhilHealth Identification Number (PIN) 
and the MDR to UNACOM 

Employee 4. Submit the PIN number to the Personnel Unit for registration in 

the ER2 

Personnel Unit 5. Advice Accounting Unit for deduction of PhilHealth contribution 

from the salaries of employee. See Annex “E” Philhealth 

Contribution Table. 

Employee For amending PhilHealth Data 

 

1. Submit duly accomplished PhilHealth Member registration Form 
(PMRF) with the following supporting documents as applicable: 

 
For correction of name 

 
1. Submit Original or Certified True Copy (CTC) of the Birth 

Certificate, or in its absence, any two (2) of the following 

secondary documents: 
 Marriage Contract/Certificate, if married  

 Passport  

 NBI Clearance  

 PRC ID  

 SSS/GSIS ID  

 Postal ID  
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 Driver's License  

 Alien Certificate of Registration or (ACR) 

 Duly notarized Joint Affidavit of Two (2) Disinterested 

Persons attesting to the veracity of the name of the 

person requesting for amendment 

 For correction of date of birth 

 

1. Submit Original or Certified True Copy (CTC) of Birth Certificate, 
or in its absence, any two (2) of the applicable supporting 

documents mentioned above, except for PRC ID and the joint 
affidavit. 

 For correction of civil status 

 
1. Submit the following documents: 

 

Single-Married – Original or CTC or Marriage Contract/Certificate 
Married-Widowed-Original or CTC or Death Certificate of spouse or 

Judicial Declaration of Presumptive Death 
Married-Annulled- Original or CTC of annulment papers 

 For new/additional dependents 

1. Submit the following documents: 
Legal spouse- CTC of Marriage Contract/Certificate 

Legitimate or illegitimate children-CTC of Birth Certificate 
Step children-CTC of Marriage Contract/Certificate between the 

natural parent and the steptfather/mother and Birth Certificates of 

the dependent stepchild/ren. 
CTC of Birth Certificate and Certification from attending Physician 

stating that dependent is disabled  
For adopted child/ren 

1. Submit the following documents: 
Court decree of adoption patents 

CTC of Birth Certificate of member and any proof attesting the 

date of birth of the parents. 

4.8.2 PhilHealth Benefits.  
 

Provides a subsidy for hospital room and board fees, drugs and medicines, x-ray and 

other laboratory exams, operating room and professional fees for confinements of 
not less than 24 hours. 

 
For inpatient coverage 

Subsidies for hospital room and board fees, drugs and medicines, x-ray and other 

laboratory exams, operating room and professional fees for confinements of not less 
than 24 hours. Please refer to Annex “F” on the revised inpatient care benefits. 

For outpatient coverage- Day surgeries, dialysis and cancer treatment procedures 
such as chemotheraphy and radiotheraphy. 

 

Benefit availment conditions 
 

Eligibility Requirements 
The following must first be met to avail of your PhilHealth benefits: 

 Payment of at least nine (9) monthly premiums within immediate 12 months 

prior to the month of confinement. 
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 Confinement in an accredited hospital for at least 24 hours (except when 

availing of outpatient care and special packages) due to illness or injury 

requiring hospitalization. 
 Attending physicians must also be PhilHealth- accredited. 

 The 45 days allowance for hospital room and board is not consumed yet. 

 

 
 

  Post Availment Reminders 

Once the claim is paid, PhilHealth will send a Benefit Payment Notice (BPN) to the 

member based on the address indicated in the claim form. The BPN is a report of 
actual payments made by PhilHealth relative to the member's 

Confinement/availment. Should there be discrepancies in the amounts indicated in 
the BPN and in the member's final Statement of Account (SOA), the member may 

contact PhilHealth of health care providers and bring the BPN and SOA as reference 
documents.  

 

Procedures for Availment of PhilHeatlh Benefits 

Person/unit 

Responsible 

Step 

Employee For outright /automatic deduction of benefits 
 

1.Submit the following to the billing section prior to hospital 

discharge: 
a.  

b. Duly accomplished PhilHealth Claim Form I 
c. Clear copy of Member Data Record (MDR) 

d. Certificate of contributions for the last twelve (12) months prior to 
confinement 

 

2.If MDR is not available, submit official receipt of applicable 
premium payment. If patient is a qualified dependent and is not 

yet listed in the MDR, submit applicable proof of dependency. 

3.Agree with your attending physicians on how much is left to be 
paid for their services over the professional fee (PF) benefit. 

4.Upon submission of all applicable documents, the billing section 
will compute and deduct your benefits from your total hospital bill. 

 For direct filing/reimbursement 

 
1.Submit the following PhilHealth or through the hospital in 

addition to the documents mentioned earlier within 60 calendar 

days from the date of discharge:  
 

a. PhilHealth Claim Form 2 (to be filled up by the hospital and 
attending physicians) 

  

 b. Official receipts of payments made to the hospital and to the 

doctor's waiverOperative record, if surgical procedures was 
performed 

 For confinement abroad 



 

For updating 

56 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 

  

 

1.Submit the following within180 days from the date of discharge. 
Overseas confinements shall be paid based on Level 3 hospital 

benefit rates and in the Philippine peso equivalent. Overseas 

confinements shall be paid based on Level 3 hospital benefit rates: 
 

 a. PhilHealth Claim Form 1 

 b. MDR or supporting documents 

 c. Original official receipt or detailed statement of account (written 

in English) 
 d. Medical certificate (written in English) indicating the final 

diagnosis, confinement period and services rendered. 
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4.9 BUREAU OF INTERNAL REVENUE 

 

Procedures for Securing  BIR Tax Identification Number (TIN) 

Person/Unit 

Responsible 

Steps 

Employee 1.Accomplish BIR Form 1902 and submit the same, together with the 
following required attachments to the Personnel Unit: 

 
a. Birth certificate or any valid identification showing name, address 

and birth date of the applicant employee 

b. Certificate of employment or valid Company ID 
 

New employees shall accomplish and file the application within ten 
(10) days from the date of commencement of employment. 

 
Online application 

 

a. Go to the BIR official website go over the page. 
b. Fill out the boxes with the correct info. Remember to check all 

data before proceeding to submit. 
c. Click Submit and you are done. 

 

 
 

 
4.10 CAREER AND PERSONNEL DEVELOPMENT 

 

4.10.1 Policies 
 

4.10.1.1 UNACOM  shall establish a continuing program of career and personnel 
development for all officers and employees at all levels such as: training and 

manpower development program or informal on-the-job or off-the job, local or 

foreign, or a combination of any of the above. 
 

4.10.1.2  Local seminars, conventions, conferences, symposia and other similar 
non-training activities sponsored by professional institutions and non-government 

organizations are open to all plantilla positions, both permanent and contractual 

employees, subject to the provisions of the Civil Service Commission (CSC), 
Department of Budget and Management (DBM), and Commission on Audit (COA) 

rules and regulations. 
 

4.10.1.3 Contract of Services (COS), Job Orders, and Consultants, which are 
considered by CSC with “no employer-employee relationship” are not allowed to 

attend said activities that are funded from the Training and Seminar Expense 

appropriation of UNACOM. COS, job orders and consultants may attend local 
conventions, seminars, conferences, symposia and the like on official time only but 

the fees and other related expenses shall be borne by themselves. 
 

4.10.1.4 The registration fee or payments for participation in the convention, 

seminar, conference, symposia and other similar non-training activities shall not 
exceed P1,200 per day per participant in compliance with the DBM-NBC No. 486 

https://ereg.bir.gov.ph/ereg/welcome.do
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dated 26 March 2003. Attendance in any of the abovementioned activities shall be 

allowed only once a year per type of trainings and limited to two (2) participants per 
event to be selected and given priority from among those who have not attended 

such activities for the past two years.  
 

4.10.1.5 UNACOM officers and employees  who have met the following required 

qualifications and experiences may benefit and/or qualify to apply for local and 
foreign scholarships/trainings and study grants: 

 
a. Officers and employees nominated by the Head of the Group/Agency; 

b. Must have rendered at least two years of service in the government at 
the time of nomination; 

c. Must hold a permanent appointment at the organization nominating 

him/her; 
d. Must have obtained at least a very satisfactory performance rating for 

two (2) consecutive periods preceding the nomination; 
e. Must have a college degree and/or sufficient demonstrated ability and 

experience related/relevant to the course applied for; 

f.  Must have no pending administrative and/or criminal case;  
g. Must have no pending nomination for scholarship in another 

program/course; 
h. Must have already rendered the required service obligation for a 

scholarship previously enjoyed; 
i.  Must meet the position level, age, education and experience required 

and specified by the donor country/organization/course; and 

j. Must be physically fit to travel and undergo overseas training. 
 

4.10.1.6 All foreign and local scholarships shall be covered by a contract between 
the grantee and the UNACOM. 

 

4.10.1.7 The profession of field of study to be pursued shall be relevant to the 
agency or to the official duties and responsibilities of the concerned official or 

employee. 
 

4.10.1.8 The scholarships/training/study grants shall remain in force for the 

duration of the employee’s study grant subject to the rules and regulations set forth 
by the UNACOM and the regular inviting/sponsoring agency unless 

revoked/suspended/ terminated for valid reasons. 
 

4.10.1.9 Participants to  local and foreign-assisted training programs, seminars, 

study tours and exposure trips shall undergo screening process and final selection by 
the Personnel Development Committee (PDC), the clearing house of all scholarship 

invitation/training grants received by UNACOM including those addressed directly to 
specific individual officials/employees, to ensure a coordinated, maximized and well-

monitored scholarship/training program. 
 

4.10.1.10 Awarded scholarship/training grants solicited directly by an individual 

official/employee from a donor agency without going through the required process 
shall not obtain favorable endorsement from UNACOM. 

 

4.10.1.11 Only foreign scholarship/training invitations with funding 
donor/assistance and subsidized local scholarship/training programs shall be 

considered for evaluation. 
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4.10.1.12 In consideration of nominee’s acceptance to local or foreign training 
scholarship grant whether in the academic or non-academic program including 

extension, he shall serve his office or any other government office or instrumentality 
thereof as the exigencies of the service may require for the specified period as may 

be provided under the training contract. The required service obligation based on the 

length of  training is as follows: 
 

  More than 6 months to one year  – 2 years 
  More than 2 months to 6 months – 1 year 

  More than 1 month to 2 months   – 6 months 

One day to 1 month – 3 months 
 

4.10.1.13  Trainees as grantees shall submit to the head of agency a post training 
report and re-entry plans of the study/training within thirty (30) days for local and 

foreign training/scholarship grant after his return to duty and copy furnish the CSC 
main office. In addition thereto, they shall also conduct or share vital information and 

knowledge relative to the course attended with others in order that their colleagues 

can benefit from the course/program.Should the trainee fail to submit a post training 
report and re-entry plans, he/she shall be disqualified from future trainings. 

 
Should the grantee fail to fulfill his service requirement due to transfer to a private 

entity or voluntary resignation, optional retirement, separation from the service 

through his/her own fault, or other causes within his/her control,  he/she shall refund 
in full or the proportionate amount determined by the Personnel Development 

Committee to his/her agency such amount as may have been defrayed for his/her 
expenses incident to his/her training/scholarship grant. 
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4.10.2  Regulations 
 

4.10.2.1  Responsibilities 
 

 The continuing program of employee training, supervisory, career and executive 

development is the responsibility of the following: 
 

a. Supervisor – it is part of the duties of the supervisor to assist employees to 
achieve effectiveness in their work through the development of appropriate 

habits of thought and action, skills, knowledge and attitudes. 
b. Personnel/Training Officer – direct UNACOM wide training activities 

c. UNACOM – in coordination with the CSC, the UNACOM shall establish, 

maintain and promote a systematic plan of action for personnel training at all 
levels in accordance with standards laid down by the CSC. 

d. Civil Service Commission – responsible for the coordination and integration of 
a continuing program of personnel development for all government personnel 

in the first and second levels. 

 
4.10.2.2 Selection of Training Candidates 

  
a. The selection of trainees for pre-service training program should be made 

with great care and the regard for CSC law and rules. 
b. Heads of Operating Groups, in coordination with the Personnel Unit shall 

determine and define the training needs of their groups, and thus, also 

define the criteria for selection of trainees. 
 

4.10.2.3 Privileges accorded trainees 
 

a. Payment of salary for the duration of the training. 

b. Pre-departure (for foreign scholarship/training) expenses in the amount 
of P1,500.00. 

 
The pre-departure allowance shall be treated and accounted for as cash 

advances. 

 
Note: The grant of clothing allowances in all categories of trips is suspended 

indefinitely (Memorandum Circular No. 52 dated 02 October 2003). 
 

4.10.2.4 Obligations of the trainee/grantee 
a. Conduct himself in such manner that would allow him to keep up with 

the requisite standards of scholarship and to abide by the terms and 

conditions of the grant. 
b. Render compulsory service obligation as stated in 8.1.13. 

c. Submit to the Personnel Unit copies of academic work prepared in 
connection with the scholarship after completion of the study grant. Such 

materials shall form part of the official records/materials of the UNACOM. 

d. Submit to the Personnel Unit a post-training report stating therein 
his/her recommendation/proposal relative to his plan to apply relevant 

aspects of the course on the job, and other training materials within 
thirty (30) days upon return to duty. 

e. Non-compliance with the reportorial requirements of the trainee/grantee 
shall result in the withholding of the grantee’s salary equivalent to the 
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cost of training/scholarship (salary, pre-departure, etc.). It shall only be 

lifted upon completion of the requirements (i.e. copies of academic work, 
written report, program plans/recommendations, and revision proposal), 

as certified by the Personnel Unit. 
f. In cases where the grantee either: a) receives a failing grade; b) 

discontinues studies through his/her own fault or willful neglect; c) fails 

to complete the degree after an extended term.; or d) resigns/transfers 
to a private agency without completing the degree/grant, the grantee 

shall refund all expenses defrayed and other remunerations to UNACOM 
equivalent to his/her unexpired period of service obligation based on the 

following formula (CSC MC 14 s. 1999): 
 

R = (SOR- SOS) x TCR  

     SOR 
       Where   R =  Refund 

    TCR = Total Compensation    
         Received (Gross salary,  allowances &other benefits received  

                                     while  on study leave) 

   SOS  = Service Obligation Served 
   SOR  = Service Obligation Required 

 
However, this provision shall not apply when the contract stipulates 

otherwise. 
 

g. The proportionate refund of the monetary value of the scholar’s service 

obligation to the agency is allowed after rendering at least 50% of the 
total service obligation in the agency. The refund whether on installment 

basis and/or salary deduction, must not exceed a three year payment 
period. This will only apply to those grantees who get a failing grade or 

unable to continue his/her studies. 

 
On the other hand, the installment basis shall not be applicable to 

grantees who fail to fulfill/render service obligation stipulated in the 
contract because of resignation, voluntary separation or transfer to 

private agencies. In case the grantees opted to transfer to another 

government agency he/she will no longer refund to UNACOM the amount 
spent on his/her studies. 

 
The refund of all the benefits given to the grantee shall be condoned in 

the following instances: Separation from the government due to abolition 
of the office or involuntary phase-out of the position being held by the 

grantee due to reorganization; and death or permanent disability. 

 
4.10.2.5 Counterpart Support of UNACOM 

 
a. Approve the nomination and recommendation of grantee to the scholarship 

programs and study grants including those programs sought through the 

initiative of the UNACOM employees; 
b. Allow the grantee to attend training/scholarship on official time; 

c. Relieve the grantee of all duties/responsibilities of the position for the 
duration of the approved training/scholarship grant; 

d. Pay the registration fee or charge in the amount of P1,200 (DBM Circular 
No. 486 s 2003) per participant for participation in conventions, seminars, 
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conferences, symposia and similar non-training gatherings sponsored by 

non-government and private organizations. Any amount in excess of the 
prescribed rate shall be at the expenses of the participant. 

e. Pay the grantee’s salary and other benefits and allowance, pre-departure 
expenses (for foreign trainings) and others, if applicable. 

  

Procedures for Selecting Candidates for Training/Scholarship 

Responsible Person Steps 

Personnel Unit 1.Upon receipt, disseminate/transmit all invitations to 

convention, seminar, conference, symposia, training, 
scholarship and other similar training activities to the different 

Operating Groups.  

Heads of Operating 

Groups 

2.Route the invitation to respective staff to provide them with 

equitable continuing education path and program to harness 

their potentials and creativity and at the same time promote 
their general welfare. 

 
3.Ensure that the nomination/recommendation of training 

participant/s shall not impair the Group’s day-to-day 

undertakings; and 
 

4.Endorse the applications of personnel who signified their 
intentions to participate in the training to the Personnel Unit. 

Personnel Unit 5.Upon receipt of applications from the different Operating 

groups, conduct screening of applicants based on merit, 
capability of the employee to pursue further education for 

his/her career development and the qualification standards set 
by the UNACOM and/or the local/foreign inviting agency. 

 

6.Upon completion of the screening, provide the Chairman and 
members of PDC, the list of applicants and corresponding 

documentary requirements and schedule the convening of the 
Personnel Development Committee. 

Personnel 

Development 
Committee 

7.Select the official nominee/s using the Selection Criteria 

below: 
 

Local/Foreign Scholarship Grants Requirements 
 

a. Relevant course/degree from a college/university 

b. Permanent appointment at the time of filing of application 
for scholarship. For this purpose, co-terminous 

appointments may not be considered as permanent 
appointments 

c. At least two (2) years of continuous service in the 

UNACOM 
d. Relevant work experience 

e. Very satisfactory performance ratings for the last two (2) 
consecutive rating periods 

f. In good health 
g. No pending criminal and/or administrative case 

h. No current local/foreign scholarship grant 
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i. No foreign/local scholarship grant in the past two (2) 

years 
j. No pending service obligation from previous local or 

foreign scholarship and training contract 

k. Age requirement will be based on the requirement set by 
inviting agency; and 

l. Candidates must be performing the functions relevant to 
the field of study for at least six (6) consecutive months 

prior to his applications 

Personnel Unit 8.Prepare and transmit the following after the PDC meeting to 
the approving authority: 

 
a. Minutes of the PDC meeting 

b. Resolution recommending the selection of nominee to the 

training 
c. Memorandum to the approving authority 

d. Endorsement letter to the inviting agency 

Approving authority 9.Approve the recommendation of the PDC and return the same 

to the Personnel Unit  

Personnel Unit 10.Notify the personnel concerned on the approval of his 
application and require him to submit the following: 

 

a. Nomination letter signed by the Head of the Agency or the 
duly authorized official. A. Nomination letter signed by the 

UNACOM Chairman or head of the agency / university or 
entity or the duly authorized official, addressed to: 

 
Director General 

Technical Education and Skills Development Authority 

East Service Road, South Superhighway, 
Taguig City, Philippines 

Attention: FOREIGN SCHOLARSHIP and TRAINING 
PROGRAM UNIT 

 

b. The nomination letter should state why the candidate is 
being nominated and that the nominee, when accepted, 

will continue to be paid his/her salary and other 
entitlements due him/her while in the course of training. 

c. Two (2) copies ofupdated  Personal Data Sheets to include 

list of training programs and seminars attended. 
d. Two (2) copies of Statement of present actual duties and 

responsibilities (including past involvement) relevant to the 
course/program signed by the immediate superior. 

 
The nomination letter should state why the candidate is 

being nominated and that the nominee, when accepted, 

will continue to be paid his/ her salary and other 
entitlements due him/her while in the course of training. 

Updated Personal Data Sheet including list of training and 
seminars attended. 

 

e. Certification from the Head of the Human Resources 
Department or Personnel Manager on the following: 
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1.That the nominee has no pending administrative and /or 
criminal case; 

2.That the nominee has no pending scholarship 

nomination and has already rendered the required 
service obligation for a scholarship previously enjoyed if 

applicable; 
3.That the nominee has obtained at least a Very 

Satisfactory performance rating for two consecutive 
periods preceding the nomination; 

4.Certificate of non-withdrawal signed by the nominee and 

attested by the HRD Head; and 
5.Certification from a medical doctor that the nominee is 

fit to travel and undergo foreign trainingwith the 
Laboratory Examination result attach. 

 

There are also specific documents required by donor 
countries/agencies and the Department of Foreign Affairs 

(DFA).  

Personnel Unit For local training 

 

11.Transmit the endorsement letter to the inviting agency, 
copyfurnish the personnel concerned. 

 
For foreign training 

 

12.Transmit the endorsement letter duly signed by the UNACOM 
Chairman to the Director General of TESDA together with the 

required supporting documents. 

Foreign Scholarship 

and Training 

Program of TESDA 

13. Inform UNACOM on the schedule of oral and written 

interview of the applicant by the panel of interviewees.  

 
14. If the applicant passes the panel interview, provide the 

following list of requirements for compliance by the applicant: 
 

a. Two (2) copies of medical certificates stating that the 

nominee is fit to travel and undergo foreign training 
b. Two (2) sets of application forms with pictures and 

background prescribed by inviting agency. 
 

Endorse the list of applicants for the training/scholarship 

program to the inviting/donor countries. 

Inviting/Donor 

Countries 

15.Conduct final selection and issue a note verbale informing 

TESDA on the acceptance or non-acceptance of nominee. 

TESDA/SPONSORS 16.Inform the Personnel Unit of UNACOM on the acceptance  of 
its nominee and advise the selected nominee to comply with the 

following requirements of the donor country: 
 

a. Apply for official passport 

b. Prepare country/job/supplemental report/ 
questionnaires, etc. 

c. Attend pre-departure orientation 
d. Secure travel tax and plane ticket  
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Personnel Unit 17. Inform the applicant of his acceptance and prepare Travel 

Authority of nominee and endorsement letter to the Department 
of Foreign Affairs to be signed by UNACOM Chairman. 

 
 

4.11    Strategic Performance Management System 

 
  4.11.1  Policies 

  
Pursuant to the provisions of CSC memorandum Circular No. 13 s. of 1999, it is 

imperative that an effective performance evaluation system be adopted. Hence the 

UNACOM’s Strategic Performance Management System (SPMS) shall be guided by 
the following policies: 

 
a. Adherence to the principle of performance-based security of tenure by 

providing motivation and basis for incentives to performers and application 
of sanctions to non-performers; 

 

b. Operation on shared commitments and objective measures of performance 
results through planning and mutual agreement by the management, 

supervisors and employees on performance targets and standards or 
measures of results; 

 

c. Enhancement of productivity by using performance targets and standards 
attuned to organizational goals and mandate; 

 
d. Recognition on the role of multi-stakeholders in the objective assessment 

and feed backing on individual employee performance by utilizing a cross-
rating system between and among supervisors, subordinates, peers, clients 

and the employee-ratee; 

 
e. Promotion of transparency and provision of mechanism for appeals and 

resolution of conflicts and/or disagreements. 
 

4.11.2   Objectives 

 
It is the policy of UNACOM to strictly adhere to the aforesaid policies. Thus the 

SPMS aims to continuously: 
 

a. Foster improvement on employee performance and efficiency; 

b. Enhance organizational effectiveness and productivity; and 
c. Provide an objective performance rating which serves as basis for 

personnel actions, incentives and rewards and administrative sanctions 
 

4.11.3   Scope 
 

  The SPMS applies to all first and second level employees in the career service. It 

may also apply to non-career service whenever appropriate. 
 

4.11.4   Rating Period 
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 The SPMS shall be done every six (6) months ending on June 30 and December 30 

of every year.  In cases of a shorter or longer period, however, the minimum 
appraisal period is at least ninety (90) calendar days or three (3) months while the 

Maximum shall not be longer than one (1) calendar year. 
  

Procedures for Rating  Performance of Employee 

Responsible Person Steps 

Group Head Performance Planning and Commitment and Cascading and 
Setting of Performance Targets and Standards 

 
1.Based on the UNACOM’s organizational targets for the year which 

is in accordance with its vision and mission and work program, 

prepare the group work and financial plan for cascading to the staff.  
 

2.Upon approval of the  Group’s performance commitment, meet 
with  the  supervisor/Division Chief and staff and agree on the 

employee’s Performance Commitments/Outputs for the period based 
on the Group Work and Financial Plan 

 

Individual 
Employee 

3.Prepare targets that relate to his/her job duties and organizational 
needs based on the Group/Division Work and Financial Plan or the 

work program/standards using the Quantity (Qn), Quality (Ql), 

Effectiveness (E) and Timeliness (T) Indicators  of the group/division 
or organizational unit where the employee belongs using the 

Individual Performance Commitment (IPCR) Form, to be discussed 
thoroughly with his/her supervisor. 

 
4. Submit the accomplished IPCR to the PMT for review. 

 

PMT 5.In instances of obvious disparity in the distribution of  assignment 
and workload among employees, the PMT,  through the 

concerned  Group Head, cause the  necessary corrective action 

in consultation with  the concerned employee. 
 

Modifications in the employee’s performance targets shall  be 
allowed by  UNACOM due to the following: 

i.  

ii. a. Changes  brought about by new mandates and programs in 
general and the organizational unit in particular; 

 
b. When  an employee is given special assignments that will 

significantly affect the accomplishments of the original target as long 
as these special assignments will no longer be treated as intervening 

tasks 

 
6.Return the IPCR to the Group Head/Individual Employee with the 

PMT’s comments and recommendations 

Group Head/ 
Individual 

Employee 

7. If the Group Head/Individual employee agrees on the PMT’s 
comments, revise the PCR and resubmit to the PMT. 

 
The  performance targets become final or valid in case  the 

PMT fails to act on the targets within fifteen (15)  working 
days upon submission. 
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8. Using the revised IPCR, submit the individual accomplishment at 
the end of every rating period (June and December) to the Group 

Head. 

 
9. Immediately notify the PMT if modifications have to be made to 

serve as guide in the review of ratings of affected employees 
 

Group Head 10. Use the approved Work and Financial Plan of the Group as basis 

for assessing the group and individual  performance commitment 
and resubmit the revised OPCR and IPCR to the PMT. 

 PMT 11.Review the OPCR and IPCR’s  targets, measures and budget and 

ensure that it is aligned with the UNACOM’s Work and Financial 
Plan. 

 
12.If there are no adjustments on the group and individual 

performance commitments, return the same to the Head of the 
Group and concerned individual employee. 

 

 
Group Head 

Performance Monitoring and Coaching 

 
13.Monitor the work activities by periodically checking on the 

progress and quality of work output of the employee and address 
factors that either help or hinder effective work performance design 

tracking tools or monitoring strategies as may be needed. 
 

14.Meet with the ratee at least once a month to review the ratee’s 

progress of work accomplishments and discuss the factors that 
either help or hinder ratee’s effective work performance. 
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Individual 

Employee 

Performance Review and Feedback 

 
15.At the end of every evaluation period (June and December), 

submit performance accomplishment  and rating using  the 

UNACOM Mechanics on Rating Individual Performance, to his/her 
Group Head. 

Group Head 16.Schedule a meeting to discuss the employee’s accomplishments 
against the established targets and standards. Both parties give 

their ratings and discuss differences, if any, and then  agree on 

the final rating. 
 

17.Upon agreeing on the final rating, forward the performance 
evaluation to the PMT for review and evaluation. 

PMT 18.Review documents, evaluate work accomplishments and 

performance ratings, conduct hearings, provide opportunities for 
employees or supervisor to defend particular ratings and eventually 

determine employees’ final rating. 
 

Determine the period  within which to complete the review and 

approval of employees’ ratings based on peculiar structure and 
operation of the agency 

 
19. Monitor and evaluate the effectiveness of the SPMS and effect 

and implement improvements essential to ensure its continued 

suitability to the different positions and needs of the agency. 
 

 
4.11.5  Mechanics of Rating 

 

In rating the performance of UNACOM officers and employees, UNACOM shall utilize 
its existing Performance Evaluation System (PES) for the FY 2012 and until such time 

that the new SPMS shall be approved by the CSC. Under the existing PES, each 
employee shall be rated on the basis of his/her levels of performance as follows: 

 

   Numerical Description  Adjectival Rating    Point Score 
 

    Performance  targets by 100% Outstanding (O)       10 
    and above of the planned targets 

 

    Performance of 90 - 99%              Very Satisfactory (VS)       8 
    of the planned targets 

  
   Performance of  75% to 89%   Satisfactory  (S)       6 

   of the planned targets.  
 

   Performance of 51% to 74%  Unsatisfactory       4     

    of the planned targets 
 

   Performance failing to meet                Poor (P)        2 
   the planned targets by  

  50% or below 
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4.11.6   Computation of the rating 

 
At the end of the rating period, the Supervisor shall rate each work/activity by 

comparing the work targets against the actual work/activity performed. The QL, QN 
and T standards earlier set shall be used in giving each accomplishment a numerical 

point rating. 

 
Add all the point scores under QL,QN and T for each work/activity done by each 

rater and divide by the number of entries to get the respective Average Point Scores 
(APS). 

 
Then add all the APS to get each respective Total Equivalent Point Score. 

 

4.11.7  Sanctions 
 

Non-submission of the performance targets to the PMT by the rater within 15 days 
before the start of the rating period and the IPCR within 30 days after the end of 

each rating period, unless justification for such has been accepted by the PMT, is a 

ground for: 
 

a. Employees’ disqualification for performance-based personnel actions which 
would require the rating for the given period  such as promotion, training 

or scholarship grants, and  productivity incentive bonus if the failure of 
the submission  of the report form is the fault of the employees. 

Employees  who fail to rate themselves will not be given final ratings; 

and 
b. An administrative sanction for violation of reasonable office  rules and 

regulations and simple neglect of duty for the  supervisors or employees 
responsible for the delay or non- submission of said performance 

targets and PEFs or both. 

 
 

4.12   DOCUMENT TRACKING SYSTEM (DTS) 
 

UNACOM-DTS can securely capture, store, version, index and retrieve data; convert existing 

records and transactional documents to electronic format that can be stored in a secure 
digital repository; index and tag records for an efficient document classification and 

identification; enable UNACOM personnel to access, view, retrieve, edit and store data 
through simple user interface; provide capability for immediate response to query and 

various reports of any incoming and outgoing documents from the government and private 
sectors—by document type and document status; build a customized IT facility that will 

handle the capture, location tracking, transmission, indexing and archiving of UNACOM 

documents; digitally and securely forward or link documents to identified parties of interest, 
including but not limited to external websites; track movement and status of transactional 

records being processed through indexing and versioning; and ensure security of UNACOM’s 
records to avoid legal disputes. 
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4.13  PROCUREMENT 
 

          4.13.1   Policies 
 

1. All procurement of UNACOM shall, in all cases, be governed by the following 

principles: 
(a)  Transparency in the procurement process and in the implementation 

of procurement contracts. 
(b)  Competitiveness by extending equal opportunity to enable private 

contracting parties who are eligible and qualified to participate in 
public bidding. 

(c)  Streamlined procurement process that will uniformly apply to all 

government procurement. The procurement process shall simple and 
made adaptable to advances in modern technology in order to ensure 

an effective and efficient method. 
(d)  System of accountability where both the public officials directly or 

indirectly involved in the procurement process as well as in the 

implementation of procurement contracts and the private parties that 
deal with government are, when warranted by circumstances, 

investigated and held liable for their actions relative thereto. 
(e)  Public monitoring of the procurement process and the implementation 

of awarded contracts with the end in view of guaranteeing that these 
contracts are awarded pursuant to the provisions of this Act and its 

implementing rules and regulations, and that all these contracts are 

performed strictly according to specifications. 
 

2. All procurement should be within the approved budget of the procuring entity 
 and is inaccordance with an approved AnnualProcurement Plan (APP). 

 

3. Updating of the individual PPMPs and the consolidated APP for each 
procuringentity shall be undertaken every six (6) months or as often as may be 

required bythe head of the procuring entity. Implementation of anyprojectnot 
included inthe procuring entity’s APP shallnot be allowed. 

 

4. The Head of Procuring Entity (HOPE) shall establish the organizational 
procurement structure in accordance with Sections 5 (q), 11, 13, and 14 of 

IRR-A of RA 9184. 
 

4.14 BIDS AND AWARDS COMMITTEE (BAC)  
 

The members of the BAC, including the Chairman and the Vice-Chairman (at least a 3rd ranking 

permanent official of the Procuring Entity), shall be designated by the head of the procuring 
entity.  Moreover, the Vice-Chairman shall be a regular member of the BAC. The provisional 

members of the BAC are as follows:  an officer who has technical expertise relevant to the 
procurement at hand and a representative from the end-user. 

 

The majority (any whole number higher than one-half of the membership) of the BAC members 
 constitutes a quorum.  

 
The representative/s of BAC members shall not be counted in determining a quorum of BAC 

meetings neither shall they be allowed to vote. 
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All BAC decisions should be embodied in  resolutions signed by at least a majority of the 

members and the Chairman or Vice-Chairman  thereof, as the case may be. 
 

4.14.1 BAC Technical Working Group (TWG) 
 

The BAC may create a TWG from a pool of technical, financial and/or legal experts to 

assist the BAC in all aspects of the procurement process. The TWG should have as 
members, a representative/s of the End-user unit and experts in various disciplines 

who can handle the different aspects of the procurement at hand, namely, the 
technical, financial, legal and, in certain cases, the project management aspects.  

 
4.14.2 Observers 

  

To enhance the transparency of the process, the BAC is required to invite observers 
who may attend and observe all stages of the procurement, especially: pre-bid 

conference; opening of bids; bid evaluation; post-qualification; contract award; 
special meetings of the BAC; contract implementation; and elivery and acceptance 

stages 

 
 4.14.3 BAC Secretariat 

 
The BAC Secretariat provides utmost priority to BAC assignments over all other 

duties and responsibilities, until the requirements for the procurement at hand are 
completed. 

 

The BAC Secretariat ensures that all procurements undertaken by the Procuring 
Entity are properly documented, to provide an audit trail of the procurement process. 

 
4.14.4 Procurement Planning 

 

Procurement planning entails ensuring that plans for procurement are linked to 
budgets, preparing the Project Procurement Management Plan (PPMP) and 

consolidating all PPMPs into the Annual Procurement Plan (APP).  
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Procedures for Procurement Planning 

Person/Unit 
Responsible 

Steps 

End user Project Procurement Management Plan (PPMP) 
 

1.Prepare the Project Procurement Management Plan 

(PPMP), write the technical specifications which pertain to 
the physical description of the goods and services, 

determine the Agency Budget for the Contract (ABC) and 
submit the PPMP to the BAC Secretariat for consolidation. 

Procurement 

Unit/BAC 
Secretariat 

Annual Procurement Plan (APP) 

 
2.Consolidate all the PPMPs submitted by the end-users to 

determine the Annual Procurement Plan (APP) of UNACOM 
for the year using the GPPB prescribed format and submit 

the same to the Head of the Procuring Entity (HOPE) for 

approval. 
 

Head of Procuring 

Authority 

3.Approve the APP, which shall be the basis for the 

acquisition of materials, equipment and services in 
accordance with the Procurement methods defined in the 

PPMP and APP and return the same to the BAC Secretariat 

Procurement 

Unit/BAC 

Secretariat 

4. Upon approval of the APP by the HOPE, post a copy of 

the APP in the UNACOM’s website and On-Line Monitoring 

Evaluation System (OMES) in the GPPB site. 

 

 

Procedures for Requesting and Procuring Supplies, Materials and Equipment 

Person/Unit 
Responsible 

Steps 

Requisitioning Unit Requisition 

 
1.Accomplish Purchase Request (PR) Form specifying 

therein the items requested, purpose of request and other 
details. 

 

2.Forward the PR to the Budget Unit for stamping of 
availability of funds prior to submission of the PR to the 

authorized recommending (Group Head) and approving 
officials (Assec.& Usec.) 

Budget Unit 3.Certify availability of funds on the PR and return the 

same to the GSD/Supply Clerk for endorsement to the 
approving authority 

Approving Authority 4.Approve the PR and return it to the GSD for assignment 

of PR control number. 

GSD/Supply Clerk 5.Record the PR in the logbook indicating the PR control 

number and check availability of items thru Stock Position 

Sheet (SPS). 
 

6.If the items are available, issue the requisitioned items 
to the end-user. 
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Head of Procurement 

Unit 

7.If the items are not available: purchase is made through: 

 
Purchase Order (PO) 

 

Items requisitioned may be purchased through the PO if 
not available at the Procurement Service of DBM. 

 
For all requisitions amounting to, but not exceeding 

P50,000.00 (shopping) 
 

8.Upon receipt of PR from the Budget Unit,   assign 

requested item/s to canvassers to secure at least three (3) 
Requests for Quotation Forms from the known accredited 

and bonafide suppliers of materials, equipment and 
supplies needed not later than two days after the receipt of 

PR. (Price quotations can be secured thru telephone 

canvass, field canvass, letter/request for quotation and 
sealed quotation. 

 
9.Upon receipt of quotations from suppliers, prepare 

summary of bids and awards,evaluate quotations for items 
requested, through Abstract of Canvass and forward the 

same for the signature of authorized officials. 

 
10.Prepare the PO containing recommendation for the 

lowest and most complying price quotations from 
participating suppliers and forward the same to the 

recommending and approving authority. 

Recommending and 
Approving Authority 

11.Recommend and approve the PO and return the said 
document to the Supply Officer. 

Supply Officer 12.Award the PO to the winning supplier  

 

Supplier 13.Deliver the items in accordance with the agreed 

delivery date. 

Inspection Officer 14.Conduct inspection of delivered items to check if the 
specifications and quantity are in conformity with the PO. 

Supply Officer 15.Transmit the following purchasing documents to the 

Accounting Unit for processing of payments: 
 

a. Purchase Request (PR) 
b. Quotations/Bids 

c. Summary of Bids and Award 

d. Purchase Order/Contract 
e. Delivery Receipt 

f. Inspection Report 
g. Materials Received Report 

h. Certificate of Acceptance 

i. Report of Waste Material, if any 
j. Original Invoice/bill. 

Accounting Unit 16.Process disbursement Voucher and check and release 
payment to the supplier. 

 For all acquisitions above P50,000 but not more 

than P500,000 
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BAC Secretariat 1.Determine the alternative method of procurement 

applicable for the requisitioned items/services and post the 
requisitioned items/services  in the PhilGeps and UNACOM 

website. The alternative methods of procurement are as 

follows: 
a. Limited Source Bidding 

b. Repeat Order 
c. Shopping 

d. Negotiated 
e. Direct Contracting  

 For all acquisitions above P500,000, procurement 

should be done throughpublic/ competitive bidding 
except as provided in R.A. 9184.  

HOPE 1.Create the Bids and Award Committee which shall be 

composed of at least five (5) members and not to exceed 
seven (7) members: 

 

BAC 2.Initiate the creation of BAC Technical Working Group 
from a pool of technical, financial and/or legal experts. 

Procurement Unit/ 

Secretariat 

3. Submit the PPMP and APP containing the items 

(equipment, consulting services, infrastructure) to be 
acquired to the concerned BAC TWG. 

BAC TWG 4.Prepare the bid documents including the Invitation to 
Bid (ITB) and ensure that the same properly reflects the 

requirements of the procuring entity and in conformity  to 

the standards set forth by RA 9184 and its IRR-A. 
5.Submit the ITB together with the other bidding 

documents to the BAC Secretariat. 
 

BAC Secretariat 6.Upon receipt of the ITB and other bidding documents 

and prior to the advertisement of the ITB, set the BAC pre-
procurement conference especially for contract above 

P2.0 million for common goods, consulting services and 

infrastructure. 

BAC 7.The BAC, through its Secretariat, call for a pre-

procurement conference. The pre-procurement 
conference, which must be conducted prior to 

advertisement, at least 7 days prior to publication or 

issuance of Invitation to Bid (ITB), shall be attended by 
the BAC, the Secretariat, the unit or officials, TWG, 

including consultants hired by the procuring entity,  

Procurement Unit/ 
Secretariat 

Advertisement and Posting 
 

8.After the pre-conference and the BAC gives its go signal 
to proceed with the bidding procedure, advertise and post 

the ITB for procurements or projects with ABCs of more 
than Two Million Pesos (P 2 Million)  in accordance with 

the Section 21.2.1 of IRR-A of  RA 9184 in one (1) 

newspaper of general nationwide circulation, in the 
website of the Procuring Entity concerned, PhilGEPS for 

seven (7) calendar days starting on date of 
advertisementand at any conspicuous place reserved for 

this purpose in the premises of the Procuring Entity 
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concerned, as certified by the head of the BAC Secretariat 

of the Procuring Entity concerned, for seven (7) calendar 
days, if applicable.  

 

For consulting services, a maximum period of 60 calendar 
days from date of advertisement and/or 1st date of posting 

of the ITB up to the opening of bids. 
 

 Issuance of Bid Documents  

 
9.After the required publication, issue the bidding 

documents to any interested participating bidders 
 

10.Schedule the Pre-Bid Conference 

BAC 11.Hold the pre-bid conference at least twelve (12) 
calendar days before deadline for the submission and 

receipts of bid for contracts to be bid with an approved 
ABC of P1.0 million for the clarification and/or explanations 

of the requirements, terms and conditions and 

specification stipulated in the bidding documents. 
 

Supplemental/Bid Bulletins 
 

12.Require the participating bidder to submit in writing any 

request for clarification (s) after the pre-bid conference to 
the BAC at least ten (10) calendar days before the 

submission and receipt of bids  
 

13.Upon receipt of request for clarifications from the 
bidder, respond to the bidder by issuing a 

supplemental/bid bulletin at least seven (7) calendar days 

before the deadline for submission and receipt of bids and 
post the same in the website of the procuring entity and in 

the PhilGEPS. 

 
 

Participating Bidder 

Submission and Receipt of Bids 
 

14.Submit the bids through their respective authorized 
representatives in two (2) separate sealed envelopes, the 

first containing the technical proposal and the second 

financial proposal. The two envelops shall be placed in an 
outer envelope which shall be sealed and addressed to the 

BAC and marked as specified in the ITB. 
 

BAC Secretariat 15.Receive the bid at the time, date, and place specified in 

the bid documents and stamp the face of the outer 
envelope as “RECEIVED” indicating thereon the date and 

time of receipt and have the stamped countersigned by an 
authorized representative. Any bid submitted after the 

deadline for submission shall not be received or accepted 

by the BAC. 

BAC Opening of Bids 

 
16.Proceed with the opening and preliminary examination 
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of the bids in public. Open the first envelope containing 

the technical proposal to determine its compliance to the 
required documents for technical bid and  eligibility criteria 

stated in Section 23.11 of IRR-A. 

 
17.Check the documents in the technical proposal against 

a checklist of required documents using a non-
discretionary “pass/fail” criteria. 

 
Class “A” documents 

a. DTI/SEC/CDA registration 

b. Mayor’s permit 
c. Taxpayer’s Identification Number 

d. Statement of prospective bidder that it is not   
blacklisted 

e. Certificate of PhilGEPS Registration 

f. Audited financial statement 
g. Statement of ongoing, completed or awarded but not 

yet started within the relevant period, where 
applicable. 

h. Omnibus Sworn Statement 
 

Class “B” documents 

i. Valid joint venture agreement, in case of joint venture; 
and 

j. Letter authorizing the BAC to verify any and or all of the 
documents submitted for the eligibility check 

 

A bidder determined as “FAILED” has 3 calendar days 
upon written notice or, if present at the time of bid 

opening, upon verbal notification, within which to file a 
request for reconsideration with the BAC. 

 

18.Open the second envelope containing the financial 
proposal of bidder whose technical proposal was rated 

“PASSED” within the same day to determine if the 
following documents required for financial proposal are 

complete and sufficiently complied with: 
 

a.Audited financial statements, stamped received by the 

BIR. 
b.Net Financial Contracting Capacity equivalent to   10% of 

the approved budget for the contract to be bid 
c. Bid security 

d.Performance security equivalent to 10% of the contract 

price in the form of unconditional bank guarantee or 
cash deposit. 

 

 

 

BAC TWG 

Bid Evaluation 

 

19.Determine the Lowest Calculated Bid (LCB) by 
establishing the correct calculated prices of bids, ranking 

the total bid prices as calculated from the lowest to the 
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highest. The bid with the lowest price shall be identified as 

the LCB. 
 

20.Rank the bids in ascending order of their total 

calculated bi prices as evaluated and corrected. 
 

Members of the BAC, BAC Secretariat and BAC TWG are 
prohibited from making or accepting any kind of 

communication with any bidders regarding the evaluation 
of their bids until the issuance of the Notice of Award. 

BAC Notice of Award 

 
21.Within seven (7) days from the determination of LCB, 

conduct and accomplish a post-qualification of the bidder 

with the LCB to determine  whether the bidder is compliant 
and responsive to all the requirements and conditions for 

eligibility. 
 

22.Notify the bidder in writing of its post disqualification 
and the grounds for it. 

 

The post-disqualified bidder shall be given three (3) 
calendar days from receipt of notification to request for 

reconsideration of the BAC decision. 
 

23.Evaluate the request for reconsideration of the bidder 

and issue final determination of the said request within 7 
calendar days from receipt thereof. 

 
24.If the request for reconsideration of the bidder with the 

lowest LCB has been denied, initiate and complete the 
same post qualification process of the bidder with the 

second lowest LCB. If the second bidder passes the post 

qualification, the BAC shall declare the second bidder as 
the bidder with the Lowest Calculated Responsive Bid. 

 
25.If nobody passes the post-qualification, declare a failure 

of bidding and conduct a re-bidding and positing of the 

ITB.   

BAC 

 

 
 

 
 

 
 

 

 
 

 
 

 

Award of Contract  

 

26.Issue a Resolution recommending to the Head of 
Procuring Entity (Mayor) award of the contract to the 

bidder with the LCRB at its submitted bid price or its 
calculated bid price, whichever is lower. 

27.Within the period of not exceeding seven (7) calendar 
days from the recommendation of award, the Head of 

Procuring Entity shall approve or disapprove the 

recommendation. Where project cost is less than P50 M, 
the recommendation shall be approved within 4 calendar 

days ( GPPB Resolution No 014-2006 , Section 37.2.1). 
28.After the approval of the BAC Resolution recommending 

the award of contract, issue the Notice of Award (NOA) to 
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HOPE 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

the bidder with the LCRB;  

29.Simultaneously, furnish a copy of the NOA to all losing 
bidders and post in the website  of the Procuring Entity;  

30.If the bidder refuses to accept the award within the 

validity period, forfeit the bid security of the bidder and 
initiate the blacklisting procedure in accordance with the 

Uniform  Guidelines for Blacklisting;  
31.Initiate and complete the post-qualification of  bidder 

with the second LCRB. 
 

Contract Signing  

 
32.Enter into a contract with the winning bidder or its duly 

authorized representative and submit all documentary 
requirements to perfect the contract within 10 calendar 

days from the receipt of Notice of Award.  

 
Documentary Requirements:  

 
• Written Confirmation of Award  

• Contract Form signed by the Bidder  
• Performance Security  

• Other documentary required by the existing laws and 

procuring entity  
 

33.Sign the contract the same day as the signing of the 
Bidder, provided that all contract documents are 

completed.  

 
The Chief Accountant or the Chief Budget Officer may sign 

the contract as an instrumental witness  
 

Notice to Proceed (NTP)  

 
34.Issue the Notice to Proceed together with a copy of the 

approved contract to the successful bidder within three (3) 
calendar days from the date of approval of contract by the 

appropriate government approving authority. 
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4.15 PROPERTY, PLANT AND EQUIPMENT, AND INVENTORY ACCOUNTS 
 

4.15.1  Property and Inventory Accounting System.   The Property and Inventory 
Accounting System consists of the system of monitoring, controlling and recording 

of acquisition and disposal of property and inventory. 

 
 The system starts with the receipt of the purchased inventory items and equipment. 

The requesting office in need of the inventory items and equipment after 
determining that the items are not available in stock shall prepare and cause the 

approval of the Purchase Request (PR). Based on the approved PR and after 
accomplishing all the required procedures adopting a particular mode of 

procurement, the agency shall issue a duly approved Purchase Order.  

 
The sub-systems are as follows: 

 
1. Receipt, Inspection, Acceptance and Recording Deliveries of Inventory 

Items and Equipment 

2. Requisition and Issuance of Inventory Items 
3. Requisition and Issuance of Equipment 

 
4.15.2  Perpetual Inventory Method.   Purchase of supplies and materials for stock, 

regardless of whether or not they are consumed within the accounting period, shall 
be recorded as Inventory account. Under the perpetual inventory method, an 

inventory control account is maintained in the General Ledger on a current basis. 

 
Regular purchases shall be recorded under the Inventory account and issuance 

thereof shall be recorded based on the Report of Supplies and Materials Issued 
(RSMI). Purchases out of the Petty Cash Fund shall be charged immediately to the 

appropriate expense accounts. 

 
The Accounting Unit shall maintain perpetual inventory records, such as the 

Supplies Ledger Cards for each inventory stock, Property, Plant and Equipment 
Ledger Cards for each category of plant, property and equipment including work 

and other animals, livestock, etc. The subsidiary ledger cards shall contain the 

details of the General Ledger accounts. 
For check and balance, the Property and Supply Office/Unit shall maintain Property 

Cards (PC) for property, plant and equipment, and Stock Cards (SC) for inventories. 
The balance in quantity per PC and SC should always reconcile with the ledger cards 

of the Accounting Unit. 
 

4.15.3 Moving Average Method.   The moving average method of costing shall be used 

for costing inventories. This is a method of calculating cost of inventory on the basis 
of weighted average on the date of issue. The Accounting Unit shall be responsible 

in computing the cost of inventory on a regular basis. 
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Procedures for the Receipt, Inspection, Acceptance and Recording Deliveries of 
Inventory Items and Equipment 

Person/Unit 

responsible  

Steps 

 

 

Property Clerk 

Delivery of Equipment and Inventory Items 

 

1.Sign “received” portion of the original and copy 2 of the Delivery 
Receipt (DR). File the original and return Copy 2 of the DR to the 

supplier/Procurement Service (if acquisition is from PS of DBM) and 
Property Inspector. 

Property/ 

Supply Inspector 

2.Prepare Inspection and Acceptance Report (IAR) in three (3) copies. 

Forward IAR, original of DT and copy 2 of approved PO to Property 

Inspector for inspection of deliveries. 

 3.Inspect and verify items as to quantity and conformity with 

specifications based on the DR and approved PO. If in order, sign and 

indicate in the “Inspection Column” of the IAR. Retain copy 3 of the IAR 
and forward the item and copy 1-2 of IAR, original of DR and Copy 2 of 

the PO to the Property Clerk for acceptance. 
 

4.If specifications, are not in order or delivery is not complete, indicate 
notation on the IASR that the deliveries are not in conformity with 

specifications agreed under the approved PO or deliveries are not 

complete and forward the IAR to the Property Clerk. 

Property Clerk 5.Sign in “acceptance column, acknowledging the receipt of the items 

delivered. Upon receipt of delivered items, record all deliveries on the 

Property, Plant and Equipment Ledger Card (PPELC)/Supply Ledger Card 
and store and stock items at the stock room where the items shall be 

arranged in the most accessible manner/within easy reach for issuance 

 6.Prepare and submit a monthly report of the stock transactions in a 

summary form indicating for each item the quantity at the beginning, 

quantity received and issued during the month and the balance at the 
end of the month. 

Head of Property Unit 7.Conduct on –the-spot check/count of office supplies at random for 

control and submit a report to the Head of Property Unit. 

 8.Determine the quantity of stock items to be replenished based on the 

established reorder/stock level quantity. 

 9.Prepare/accomplish requisition form to purchase supplies if the items 
are not available at the Procurement Service and forward the same to 

the Director of the AFG for notation, then the Procurement Officer for 
purchasing. 
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Procedures for the Requisition and Issuance of Inventory Items 

Person/Unit 

Responsible 

Steps 

 
Requesting 

Personnel/Unit 

Inquiry for the availability of supplies 
 

1.Prepare the Requisition and Issue Slip (RIS) in two copies. Fill up all 
the necessary information except for the issuance portion and signs 

“Requested by” portion of the RIS and forward the same to the Supply 

Officer. 

Supply Officer 2.Receive the RIS from Requesting Personnel/Unit and  

retrieve from file the Stock Ledger Card and determine availability/status 
of stocks. If stock is available, forward the RIS to the approving official 

for signature in the “Approved” by portion of the RIS 

 
3.If stock is not available, inform the Requesting Personnel/Unit to 

prepare Purchase Request (PR) and follow procedures for requesting 
and procuring supplies and materials. 

 4.Review and verify RIS as to completeness of information and fill up the 

RIS No./Date,  quantity, remarks and initials “Approved by” portion of 
the RIS and records RIS in the logbook and forward the same to the 

Head of the Property and Supply Unit for approval.. 

Head of the Property 
and Supply Unit 

5.Sign the “Approved by” portion of RIS and return to the Supply Officer 
for issuance of stock. 

Supply Officer 6.Fill up and sign the “Issuance portion” of the RIS and issue inventory 

items requested to the Requesting Personnel/Unit 

Requesting 

Personnel/Unit 

7.Receive supplies requested and sign in the “Received by” portion of 

the RIS 

Supply Officer 8.File permanently in numerical order Copy 2 of RIS and file temporarily 
the originals of RIS and SAI for the preparation of Report of Supplies 

and Materials Issued (RSMI). 
 

9.Retrieve the original copies of RIS and SAI from temporary file. Check 

completeness of the RIS. If complete, prepare RSMI in three copies. 
 

10.Initial in the “Certified by” portion of the RSMI and forward to the 
Head of the Property and Supply Unit. 

Head Property and 

Supply Unit 

11.Sign in the “Certified by” portion of the RSMI and forward to the 

Accounting Unit the original and copy 2 of RSMI together with originals 
of RIS and SAI. File copy 3 of RSMI. 

Accounting Unit At the start of the day 

 
12.Receive original and Copy 2 of RSMI, and original SAI and RIS. Check 

and verify the completeness of information. Retrieve Supply Ledger Card 
(SLC) from file and fill up the “To be filled up in the Accounting Unit” 

portion of the RSMI. Record RSMI in the SLC. 

 13.Sign in the “Posted by/date” portion of the RSMI. 

 14.File permanently in numerical order Copy 2 of RSMI and file 

temporarily the original RIS, SAI and RSMI for recording issuance of 

inventory items in the books of accounts 

 At Month End 
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15.Retrieve the original RIS, SAI and RSMI from temporary file. 

 16.Prepare JEV in two copies based on the RSMI to record issuance of 

stock. 

 17.Sign in the “Prepared by” portion of the JEV 

Accountant 18.Sign in the “Certified Correct by” portion of the JEV and record in the 

General Journal. File copy 2 of JEV. 

 

Procedures for the Requisition and Issuance of Equipment 

Person/Unit 

Responsible 

Steps 

Property Clerk 1.Receive from the supplier, the property/equipment items as well as the 
supporting papers/documents. Check the items delivered against 

Purchase Order and specifications and request property inspector to 
inspect the property/equipment after acknowledging receipt from 

supplier/s. 

Inspector 2.Inspect the property/equipment delivered. 

Property Clerk  3.After the inspection, record in the ledger, date of receipt of items and 

requisitioning group. 

 4.Prepare Acknowledgement Receipt of Equipment (ARE) indicating the 
quantity, description and property number of the items to be issued. 

 

5.Require the accountable/requesting party/employee to acknowledge 
receipt of the ARE and sign in the “Issued by” portion of the ARE. 

Accountable/Request
ing Unit/Person 

6.Sign in the “Received from” portion of the ARE to acknowledge the 
receipt of equipment. 

Property Custodian 7.Upon signing, issue the property/equipment item to the employee 

together with a copy of signed ARE. 
 

8.File original of ARE for record and control per accountable 

officer/employee, record the ARE in the Property Card. 

 

 

Accountable Person 

Return/Transfer of Equipment 

 

9.Forward the property/equipment to be returned together with the file 
copy of the ARE to the Property Custodian 

Property Custodian 10.Retrieve copy of ARE from file. Check that the ARE pertains to the 
same equipment/property and stamp  “Returned” indicating the date 

thereon. 

 
11.Prepare and accomplish new ARE for the transfer of Property 

Accountability if the property/equipment is to be used by another 
employee/or if the property is to be transferred to another person. 

Require the accountable person to acknowledge the receipt of 

property/equipment 

Accountable Person 12.Acknowledge receipt of property/equipment 

Property Custodian 13.File copy of ARE for record and control. 

 
 

 

Property Custodian 

Property and Equipment Physical Inventory Taking 
 

1.Prepare/accomplish 4 copies of inventory sheet containing the list of all 

furniture, equipment and other fixed assets to be counted physically to 
be prepared as early as October and request approval for the creation of 

inventory team conduct of inventory from the Head of Agency. 
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Head of Agency 2.Approve the composition of inventory team, which composed of 

representative of Property Unit of GSD, COA and Accounting Unit and the 
conduct of inventory both at the Central and Regional Offices. 

Property Custodian 3.Prepare/issue memorandum to inform all operating groups of the 

schedule Physical Inventory Count for approval/signature of the 
Secretary General or any authorized official.  

Operating Group 4.Assign one representative from its staff to assist the Inventory Team 

during the group’s scheduled date for inventory taking. 

Inventory Team 5.Based on the approved schedule of inventory taking, conduct the 

actual inventory count of the items listed in the inventory sheet by 

checking the existence and condition/where about of each items in the 
possession of the accountable employee.   

 6.After the physical inventory count,  prepare a report together with the 
list of property (Inventory Sheet) and submit the same to the Director of 

the AFG for endorsement to the Secretary General 

Secretary General 7.Approve and sign the Inventory Sheet and return the same to the 
Property Custodian 

Property Custodian 8.Forward/transmit copy of Inventory Report and the Inventory Sheet to 

COA and Accounting Unit to take-up adjustments in Fixed Assets 
resulting from Physical Inventory of Items. 

 

 
Property Custodian 

Property and Insurance Coverage 

 
1.At the start of the year, retrieve latest physical inventory report of 

property and equipment and insurance policies. 
 

2.Based on the above records and documents, prepare a summary of 

property and equipment insurance. 

 3.Evaluate the insurance coverage and make the necessary 

recommendation for modification/s in the insurance coverage, if any. 

 4.Prepare letter to the GSIS amending the present insurance coverage 
for the signature of the Secretary General. Also prepare written 

communication to GSIS for any significant movement of the insured 
property/equipment 

 

 
Property Custodian 

Depreciation of Property and Equipment 

 
1.Retrieve monthly all Property and Equipment Ledger Card from file for 

updating of depreciation 

 2.Compute the amount of depreciation using “Straight Line Depreciation 
Method, by subtracting the salvage value from the purchase or 

acquisition cost of the asset and dividing the difference by the estimated 
useful life of the asset. 

Accounting Unit 3.Review the depreciation rates used as well as the mathematical 

accuracy of depreciation and forward the computation to the Accounting 
Unit for JEV preparation. 

Accounting Unit 4.Record the depreciated value of property/equipment. 

 
 

Requesting 

Person/Unit 

Repair of Property/Equipment 
 

1.Prepare Purchase Request (PR) requesting for repair of 

property/equipment 

Property Custodian 2.Receive request and determine/check if the item/s for repair is covered 

by warranty or maintenance service agreement. 

 3.Forward request to Purchasing Personnel for canvassing of repairs if 
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the item is not covered by warranty or maintenance agreement 

Purchasing Personnel 4.Contact the company/supplier for service if the property/equipment is 

covered by the warranty/service contract 
 

5.If not covered by warranty/service contract, canvass the repair from at 
least three (3) bonafide suppliers. 

 

 
Property Custodian 

Disposal of Unserviceable Property 

 
1.Prepare/accomplish waste material report for unserviceable properties 

for approval of the Secretary General. 

 2.Report Quarterly on the Inventory and Inspection (I & I) Report 
(General Form 17A) all properties which are already unserviceable or are 

no longer needed. 

 3.Sign the request portion of the I & I and forward to COA for 

appropriate action. 

COA 4.Check and determine if the property/equipment is already beyond 
repair  through the presence of authorized UNACOM representative,  

determine the appraisal value, if applicable and recommend action on I 

& I 

Property Custodian 5.Implement action of COA 

 

 
 

 
Property Custodian 

Modes of Disposition 

 
Transfer to Other Government Agencies 

 
1.Prepare Invoiced-Receipt for Property or Deed of Donation/Transfer of 

property/equipment to other government agencies for signature both by 

the donor and done. 

 2.After the signing of Invoiced Receipt for Property or Deed of 

Donation/Transfer, forward copy to Accounting Unit for recording the 
necessary adjustment. 

Accounting Unit 3.Prepare JEV to account the property/equipment transferred/donated to 

other government agencies. 

 
 

Property Custodian 

Public/Private Sale 
 

1.Secure approval of the Secretary General on the properties to be 
disposed. 

Secretary General 2.Approve the disposal of property/equipment 

Property Custodian 3.Advertise/post the disposition of disposable property/equipment using 
the appraisal value of COA, if applicable, in public places or in the 

locality/area where the property may be sold,  for not less than three (3) 

consecutive days.  

Adminstrative Officer 4.Ensure that there are at least three (3) participating bidders in the 

disposition of property/equipment. 

 5.Award the disposition of property/equipment to the highest responsive 
bidder. 

Property Custodian 6.After the sale is consummated, accomplish the Report of Sales of 

Property column of the I & I and retain a copy of duly accomplished I & 
I Report. 

 

 
 

Property Custodian 

Destruction, where continuance in the service is not advisable 

 
1.If the property/equipment is found to be valueless, or unserviceable, 

recommend the destruction of property/equipment to the Secretary 
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General. 

Secretary General 2.Approve the destruction of property/equipment 

Property Custodian  3.Initiate the destruction of property/equipment in the presence of COA 
Auditor. 

 4.Accomplish I & I and retain copy. 

 
 

4.16  AVAILMENT OF TRANSPORTATION/VEHICLE SERVICES 

 
The following guidelines shall be observed in the availment of transportation services/use of 

vehicles. 
 

1. All vehicles shall be used exclusively for UNACOM officials and/or  employees while on 
official business. 

2. All vehicles are provided with parking space at the DFA Car  Park. 

3. All Group Heads with assigned vehicles are in charge of the  custody/care of vehicles 
assigned to them. 

4. The Admin shall maintain an individual record fill of all vehicles of UNACOM in coordination 
with the Property Unit who shall likewise maintain a duplicate record file indicating therein 

the date of acquisition, description, cost, plate no., repairs, etc. of each vehicle. 

5. The Admin shall be responsible for initiating the registration of all vehicles with the Land 
Transportation Office. 

6. A logbook shall be maintained to monitor trips and facilitate the accomplishment of forms 
(i.e. trip tickets). The logbook shall be used to check/countercheck and justify gas 

consumption, emergency spare parts used and the like, for immediate evaluation and 
pinpointing of undue driving practices. 

7. No vehicle shall be used without trip tickets. 

8. All officers and employees needing transportation services shall inform the Admin in 
advance to ensure proper scheduling of vehicles. 

9. All requests for vehicle reservation should be approved by the Administrative Officer or his 
authorized representative who shall assign the vehicle to be used on a first-come-first 

served basis. The  Operating Groups without vehicle assignment are given priority for its 

use. 
10. All trip tickets duly accomplished and signed by respective Group Heads must be submitted 

weekly to the General Services Unit. 
11.  All vehicles must be submitted for check/tune up once a month. 

12. All drivers should immediately report any malfunctions on the vehicles to the General 

Services Unit as soon as possible.  
 

 
V. FINANCIAL ADMINISTRATION 

 
5.1 Budget Preparation, Disbursement, Income Collections and Deposit, Accounting System 

 

 BUDGET POLICY AND APPROACH 
 

 It is the policy of the State to formulate and implement a National Budget that is an instrument 
of national development, reflective of national objectives, strategies and plans. The budget shall 

be supportive of and consistent with the socio-economic development plan and shall be oriented 

towards the achievement of explicit objectives and expected results, to ensure that funds are 
utilized and operations are conducted effectively, economically and efficiently. The budget shall 

likewise be prepared within the context of the national long-term plan and of a long-term 
budget program. 
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 BUDGET PREPARATION 
  

The President in accordance with Section 22 (1), article VII of the Constitution, submits within 
thirty (30) days from the opening of each regular session of  Congress, as  basis for the 

preparation of the General Appropriations Act, a national government budget estimated receipts 

based on existing and proposed revenue measures, and of estimated expenditures. 
 The annual national budget is the most powerful public articulation of the government’s policy. 

It lays out the government’s course of actions for the country for that year. And the budget is 
the development policy expressed in peso terms. 

 
 BUDGET AUTHORIZATION 

  

The General Appropriations Act (GAA) shall be presented in the form of budgetary programs and 
projects for each agency of the government, with the corresponding appropriations for each 

program and project, including statutory provisions of specific agency or general applicability. 
The GAA shall not contain any itemization of personal services, which shall be prepared by the 

Secretary after enactment of the General Appropriations Act, for consideration and approval of 

the President. 
 

 BUDGET ACCOUNTABILITY 
 The President, through the Secretary, shall evaluate on a continuing basis the quantitative and 

qualitative measures of agency performance as reflected in the units of work measurement and 
other indicators of agency performance, including the standard and actual costs per unit of 

work. 

 
5.1.1 Procedures for the Preparation of UNACOM Annual Budget 

 

5.1.1 Procedures for the Preparation of UNACOM Annual Budget 

Person/Unit 

Responsible 

Steps 

DBM 1. Issue the National Budget Call to provide the overall fiscal policy 
framework and priority thrusts of the government, based on the 

Philippine Development Plan and prescribe the guidelines and 
procedures in the preparation of the agency budget in accordance with 

the on-going Public Expenditure Management Reform and continue to 

adopt the Medium Term Expenditure Framework and Organizational 
Performance Indicator Framework and conduct budget forum with the 

concerned government agencies. 

Budget Officer 2. Conduct orientation on the budget preparation process to the 
different operating groups based on the Policy Guidelines and 

Procedures issued by the DBM during the  National Budget Call and 
prepare  the necessary worksheets to assist the different operating 

groups in preparation of the UNACOM’s budget estimates for the 
coming year. 

Operating Groups 3. After the budget preparation meeting, the different operating 

groups prepare their own work and financial plan for the year 
containing the proposed budget to implement their respective 

programs, projects and activities for the year and submit the same to 

the Budget Officer for consolidation. 

Budget Officer 4. Work with the Supervising Head of the Financial Services Unit, or 

work alone to prepare an estimate of the UNACOM’s proposed budget 
for the coming year after taking into consideration the assumptions of 



 

For updating 

87 

the DBM and the proposed budget of the different operating groups. 

 5. Present the completed budget estimates to the UNACOM 

management for review and approval including the justification of the 
budget request. 

 6. Prepare adjustments to the budget submission based on the 
comments and recommendation of management and accomplish 

pertinent Budget Preparation forms in accordance with expenditure 

and income accounts under the New Government Accounting System 
(NGAS) prescribed under COA Circular NO. 2003-001 dated 17 June 

2003. 

UNACOM 
 Chairman 

7. Endorse the UNACOM budget proposal to the Budget Technical 
Service (BTS) located at the Ground Floor, DBM Boncodin Hall, General 

Solano Street, San Miguel, Manila DBM  highlighting the following: 
a. Thrust/Priorities 

b. Outputs and Outcomes 
c. System of Delivery (i.e. explicitly explaining “how” the 

programs/projects/activities shall be implemented to achieve targeted 

outputs/outcome. 
 

The budget proposal shall include the following: 
a. Five (5) complete sets of the following properly accomplished 

Budget Preparation(BP) Forms: 

 
a.1 BP 200: Comparison of Appropriations and Obligations  

a.2 BP 201: Summary of Obligations and Proposed Programs and 
Projects 

a.3 BP 201-Schedule A: Obligations, by Object of Expenditures – 
Personal Services 

a.4 BP 201-Schedule B: Obligations, by Object of Expenditures-

MOOE 
a.5 BP 201-Schedule C: Obligations by Object of Expenditures-

Capital Outlay 
a.6 BP 202: Profile and Requirements of Locally Funded Projects 

a.7 BP 203 and BP 203-A: Requirements of Foreign Assisted 

Projects and Project Profile 
a.8 BP 205: Staffing Summary of Non-Permanent Positions 

a.9 BP 208: List of Retirees For Payment of Terminal Leave and 
Retirement Gratuity Benefits 

a.10BP 300: FY ___ Proposed Provisions 

a.11BP500:Statement of Other Receipts/Expenditures 
a.12BP 600: Annual GAD Plan and Budget 

a.13BP 600-A: Annual Gad Accomplishment Report 

Assec. For AFG and 

Heads of Operating 

Groups 

8. Attend the Technical Budget Hearings to be convened by the DBM 

to depend the budget proposal 

DBM 9. Send Confirmation Letters (recommending approval of the budget) to 

UNACOM 
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5.1.2  Accounting Unit 

 
General Requirements 

 
5.1.2.1 The Accounting Unit shall keep and maintain the following separate books of 

accounts and other auxiliary accounting records: General Ledger, General Journal, 

Journal Entry Voucher (JEV), Report on Collections and Deposits (RCD), Check 
Disbursement Journal, Cash Disbursement Journal 

 
5.1.2.2 The prescribed auxiliary accounting records are as follows: Subsidiary ledgers to 

support control accounts, Index Cards, Report of Disbursements/Reports of Checks 
Issued, Report of Collections. 

 

5.1.2.3 Fiscal transactions shall be taken up in the books of accounts by means of journal 
entries using the prescribed accounts. 

 
5.1.2.4 Accounting of fiscal transactions shall be by fund, under the Modified Disbursement 

System, where UNACOM receives Notice of Cash Allocation directly from the DBM. 

 
5.1.3  Accounting Systems 

 
 5.1.3.1 General Accounting Plan 

 
 The General Accounting Plan (GAP) shows the overall accounting system of a government 

agency/unit. It includes the source documents, the flow of transactions and its accumulation 

in the books of accounts and finally their conversion into financial information/data presented 
in the financial reports. The following accounting systems are: Budgetary Accounts System, 

Receipts/Income and Deposit System, Disbursement System, and Financial Reporting System  
 

 5.1.3.2 Budgetary Accounts System 

 
 The Budgetary Accounts System encompasses the processes of preparing Agency Budget 

Matrix (ABM), monitoring and recording of Statement of Allotments and Release Order 
(SARO) received by the agency from the DBM and recording and monitoring of obligations. 

 

5.1.3.3  Budgetary Accounts 
 

 Budgetary accounts consist of the appropriations, allotments and obligations. Appropriations 
refer to authorizations made by law or other legislative enactment for payments to be made 

with funds of the government under specified conditions and/or for specified purposes.  
 

5.1.3.4 Agency Budget Matrix 

 
 The Agency Budget Matrix (ABM) refers to a document showing the disaggregation of agency 

expenditures into components like, among other, by source of appropriations, by allotment 
class and by need of clearance. 

 

5.1.3.5 Recording of Allotments 
 

 Upon receipt of the approved ABM and SARO, the Budget Officer shall record the allotment in 
the respective registries through the Allotment and Obligations Slip (ALOBS). Separate 

registries shall be maintained for the four allotment classes by Program/Project/Activity 
(P/P/A), to wit: Registry of Allotments and Obligations-Capital Outlay (RAOCO), Registry of 
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Allotments and Obligations –Maintenance and  Other Operating Expenses (RAOMOOE), 

Registry of Allotments and Obligations – Personal Services (RAOPS), Statement of Allocation 
and Obligation (SAOB), Budget and Execution Documents, and Budget Accountability Reports 

 
 5.1.4  Income Collections and Deposits 

 

 
5.1.4.1 Methods of Accounting for Income 

 
The national government agencies adopt the following accounting methods of recording 

income: 
 

5.1.4.1.1 Accrual Method – Accrual method of accounting shall be used by national 

government agencies when income is realized (earned) during the accounting period 
regardless of cash receipt. Accounts receivable is set up and the general or specific 

income accountsaccording to nature and classification are credited. 
5.1.4.1.2 Modified Accrual – Under the modified accrual basis, income of an agency is 

recorded as "Deferred Credits to Income" and the appropriate receivable account is 

debited. The income account is recognized upon receipt of collection and the 
"Deferred Credits to Income" account is adjusted accordingly. 

5.1.4.1.3 Cash Basis - Cash basis of accounting shall be used for all other taxes, fees, 
charges and other revenues where accrual method is impractical. The income 

account is credited upon collection of the cash or its equivalent. 
 

5.1.5. Fines and Penalties.    

 
Fines and penalties, either on tax revenues or other specific income accounts, shall be 

recognized as income of the year these were collected. 
 

5.1.6. Other Receipts.   Other receipts of national government agencies  shall be 

comprised of, but not limited to the following: 
 

Refund of cash advances - When cash advances for official  travels are granted, the 
account "Due from Officers and  Employees" is debited and when refunds are made, the 

same  account is credited. Cash advances for salaries and wages shall be recorded as debits 

to the account "Cash-Disbursing Officers" and any refunds thereof shall be credited to the 
same account. 

 
Receipts of performance/bidders/bail bonds - Performance bond posted by contractor 

or supplier to guaranty full and faithful performance of their contract may be in the form of 
cash or certified checks or surety. Performance bond in cash or certified check shall be 

acknowledged by the issuance of official receipt and recorded in the book of accounts by the 

Accountant thru a Journal Entry Voucher (JEV) for the purpose. In case of surety bond, an 
acknowledgement receipt shall be issued by the authorized official. 

 
Refund for overpayment of expenses - Refunds as a result of overpayment of expenses 

shall be recorded as a credit to the appropriate expense account if paid in the same year or 

to Prior Years’ Adjustments if paid in the ensuing year. This transaction shall reduce the 
amount of expense previously recorded. 

 
Collections made on behalf of another agency or private companies - Collections 

made on behalf of other agencies which are later remitted to them are recorded under 
accounts "Due to NGAs", "Due to LGUs" or " Due to GOCCs" as the case maybe. Authorized 
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collections made on behalf of private entities, like shares of proponents of Built-Operate-

Transfer (BOT) Projects are recorded as "Other Payables". 
 

Inter-agency transferred funds - Cash received from another agency for the purpose of 
implementing projects of that agency is recorded in the books as a credit to account "Due to 

NGAs" or "Due to LGUs", as the case maybe. 

 
5.1.7 Deposit of Collections.   The Cashier/Collecting Officer shall deposit intact all their 

collections not later than the next banking day. They shall record all deposits made in the 
Cash Receipts Record. 

 
5.1.8 Reporting of Collections and Deposits.  At the close of each business day, the 

Cashier/Collecting Officer shall accomplish the Report of Collections and Deposits (RCD). All 

collections shall be deposited with AGDB for the account of the agency or the Treasurer of 
the Philippines daily or not later than the next banking day. 

 
5.1.9  Procedures for the Collections and Deposits through the Collecting Officer 

 

 

Procedures forCollections and Deposit through the Collecting Officer 

Person/Unit 

Responsible  

Steps 

Cash Unit 

 

Cashier 

Daily 

 

1. Receive cash/check from payor representing collection based on the 
Order of Payment prepared by the Accounting Unit. 

 2. Issue Official Receipt (OR) to acknowledge receipt of cash/check. The 
OR shall be prepared in three (3) copies and shall be distributed as 

follows: 

 
Original – Payor 

Copy 2 – To be attached to the Report of Collections and Deposits (RCD) 
Copy 3 – Cash Unit file 

 3. Record collections in the Cash Receipt Record (CRR) 

 4. Prepare Deposit Slip (DS) in three (3) copies to be distributed as 

follows: 
 

Original – UNACOM Depository Bank 
Copy 2 – To be attached to Report of Collections and Deposits 

Copy 3 – Cash Unit File 

 5. Deposit collections with the UNACOM Depository Bank (HDR). 
 

Collections pertaining to National Government Books shall be deposited 
with the UNACOM Depository Banks for the account of the Treasurer of 

the Philippines. 

 6. Based on the validated DS from the HDR and copy of the Ors on file, 
prepare Report of Collections and Deposits (RCD) in two copies. Sign the 

RCD and forward the same together with Copy 2 of the Ors and DS to 
the Accountant for review and signature. 

 7. Review and sign the RCD. Forward original of RCD, Copy 2 of the ORs 

and DS to the Accounting Unit. The RCD shall be distributed as follows: 
 

Original - Accounting Unit together with Copy 2 of the ORs and DS to 
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support the JEV 

Copy 2 – Cash Unit File 

 8. Record the RCD in the logbook maintained and forward the same with 
the ORs and DS to the Accounting Unit for recording in the books of 

accounts.  

Accounting Unit 9. Receive original of RCD with Copy 2 of the ORs and DS from the Cash 

Unit. Record receipt in the logbook maintained for the purpose and 

forward the same to the Bookkeeper for review and preparation of the 
JEV. 

Accountant 10. Based on the RCD, prepare JEV in two (2) copies and sign “Prepared 

by” portion of the JEV. Forward the JEV and document to the 
Supervising Head for review and signature. 

Supervising Head 11. Review and sign “Certified Correct by” portion of the JEV. Forward 
the JEC and documents to the Bookkeeper for recording in the Cash 

Receipt Journal (CRJ) and/or Cash Journal (CJ) as the case may be.  

 
 

5.1.10  Disbursement and Procedures for Disbursements by Checks 

 
Disbursements Defined.   Disbursements constitute all cash paid out during a given period 

either in currency (cash) or by check. It may also mean the settlement of government 
payables/obligations by cash or by check. It shall be covered by Disbursement Voucher 

(DV)/Petty Cash Voucher (PCV) or payroll. 
 

Basic Requirements for Disbursements.  The basic requirements applicable to all types of 

disbursements made by national government agencies are as follows: 
1. Existence of a lawful and sufficient allotment certified as available by the Budget Officer; 

2. Existence of a valid obligation certified by the Chief Accountant/Head of Accounting Unit; 
3. Legality of transactions and conformity with laws, rules and regulation; 

4. Approval of the expense by the Chief of Office or by his duly authorized representative; 

and 
5. Submission of proper evidence to establish the claim. 

 
Disbursements System.   The Disbursements System involves the preparation and 

processing of disbursement voucher (DV); preparation and issuance of check; payment by 

cash; granting, utilization, and liquidation/replenishment of cash advances. 
 

Certification on Disbursements. Disbursements from government funds shall require the 
following certifications on the DV: 

1. Certification and approval of vouchers and payrolls as to validity, propriety and legality of 
the claim (Box A of DV) by head of the department or office who has administrative 

control of the fund concerned; 

2. Necessary documents supporting the DV and payrolls as certified and reviewed by the 
Accountant/Head of Accounting Unit (Box B of DV); and 

3. Certification that funds are available for the purpose by the Accountant/Head of 
Accounting Unit (Box B of DV). 

 

Disbursements by Checks.Checks shall be drawn only on duly approved Disbursement 
Voucher (DV) and Petty Cash Voucher (PCV). These shall be reported and recorded in the 

books of accounts only when released to the respective payees. 
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Two types of checks are being issued by government agencies as follows: 
 

1. Modified Disbursement System (MDS) Checks – issued by government agencies 
chargeable against the account of the Treasurer of the Philippines, which are maintained 

with different MDS- Government Servicing Banks (GSBs). These are covered by Notice of 

Cash Allocation (NCA), an authorization issued by the DBM to government agencies to 
withdraw cash from the National Treasury through the issuance of MDS checks or other 

authorized mode of disbursements. 
 

2. Commercial Checks – issued by government agencies chargeable against the Agency 
Checking Account with GSBs. These are covered by income/receipts authorized to be 

deposited with Agency  Depository Banks (AGDBs); and funding checks received by 

RO/OUs from Cos/ROs, respectively. 
 

Reporting of Check Disbursements in the Check Disbursements Record (CkDR). All 
checks issued including cancelled checks shall be recorded chronologically in the CkDR. The 

dates checks were actually released shall be indicated in the appropriate column provided for 

in the CkDR. 
 

Reporting of Checks Issued Released. All checks actually released to claimants shall be  
included in the Reports of Checks Issued (RCI), which shall be prepared daily in the Cashier. 

The RCI shall be submitted to the Accounting Unit for the preparation of JEV. All unreleased 
checks as of the report date shall be enumerated in a “List of Unreleased Checks” to be 

attached to the RCI. 

 

Procedures for Disbursements by Checks 

Person/Unit 

Responsible  

Steps 

 A. Processing of Disbursement Voucher 

Accounting 

Unit/Receiving/Relea

sing Staff 

1. Receive Copies 1-3 of  DV, original supporting documents and copies 

1-3 of OS from the Budget Unit. Checks completeness of supporting 

documents. If incomplete, returns to the concerned party for 
compliance. 

 2. If complete, stamp “Received” and indicate the date of receipt and 

initial on stamped “Received” portion of the DV. 

 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
Designated Staff 

26. Assign DV number and record in 

the logbook the DV number, date, 

payee, particular and amount. 
Forward copies 1-3 of DV, originals 

of supporting documents and 
Copies 1-3 of OS to the designated 

staff for processing. The numbering 
structure for DV shall be as follows: 

 
The DV number shall also be indicated on every sheet of supporting 
documents. 
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At the End of the Month 

 
4. Receive Copies 1-3 of DV, originals of supporting documents and 

Copies 1-3 of OS from the Receiving/Releasing Staff. Review DV for 

completeness and propriety of supporting documents. 

 5. Check Index of Payments (IP) from file and determine whether there 

was prior payment of the same claim. The claim was already paid, return 
the DV and supporting documents to the Receiving/Releasing Staff to be 

returned to claimant. 

 6. If not yet paid, record the following in the Index of Payment: name 
and address of creditor, DV date and number, particulars and amount. 

 7. Accomplish Box B of OS and initials. 

 8. Initial in Box B of DV and forward Copies 1-3 of DV, original 
supporting documents to the Accountant 

Accountant 9. Review DV and supporting documents. Sign in Box B of DV and OS. 

Forward the documents to the Receiving/Releasing Staff. 

Receiving/ 
Releasing Staff 

10. Record in the logbook the date of release of copies 1-3 of DV, 
originals of supporting documents and copy 3 of OS. Forward to the 

Head of Agency or authorized signatory for approval of the DV. Forward 
copy 1 of OS to the Budget Unit and retain copy 2 of OS for file. 

Head of 

Agency/Authorized 
Signatory 

11. Review and approve DV. Forward copies 1-3  of DV, copy 3 of the 

OS and originals of supporting documents to the Cash Unit for check 
preparation. 

 B. Preparation and approval of check 

Cash Unit 12. Receive copies 1-3 of approved DV, copy 3 of OS and originals of 
supporting documents. Record in the logbook the date of receipt, DV 

number, payee, particulars and amount. 

 13. Verify completeness of signatories on the DV and prepare check in 
three copies. 

 14. Retrieve from file the Check Disbursement Records (CkDR) and 

records the date, reference or check number, name of payee/bank 
account. Forward copies 1-3 of check, copies 1-3 of DV, copy 3 of OS 

and originals of supporting documents to Cashier for review and 
signature. 

Cashier  15. Verify completeness of signature on the DV. Review the amount of 

the check against the DV and supporting documents and sign the check. 

Authorized Official 16. Countersign check. Forward copies 1-3 of check, copies 1-3 of DV, 

copy 3 of OS and supporting documents to the Receiving/Releasing Staff 

for return to the Cashier. 

Receiving/ 

Releasing Staff 

17. Record in the logbook the date of release of Copies 1-3 of check, 

Copies 1-3 of DV, copy 3 of OS and supporting documents. 

Cashier 18, Release the original of check and Copy 3 of DV to the payee. Attach 
OR/Invoice on Copy 1 of DV. File copies 2-3 of check, Copies 1-2 of DV, 

originals of supporting documents. 

 C. Preparation of Checks Issued (RCI) 

 Daily 

19. With copies 1-2 of DV, Copy 3 of OS, supporting documents, Copies 

1-3 of checks, prepare RCI in two copies. 
 

RCI shall include only those checks actually released to the payees 
during the day including cancelled checks. The RCI shall be distributed 

as follows: 
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Original – Accounting Unit together with the originals of the paid 
DVs/payroll and supporting documents for JEV preparation. 

 

Copy 2 – Cash Unit file 

 20. Review RCI and sign in the “Certification Portion 

 21. Forward original of RCI together with Copy 2 of checks, Copy 1 of 

DVs, Copy 3 of OS and supporting documents to the Accounting Unit for 
the preparation of JEV. Retain Copy 2 of RCI, Copy 3 of checks and Copy 

2 of DVs for file. 

 D. Preparation of JEV 

Accounting Unit 22. Record receipt of Copy 1 of RCI together with Copy 2 of checks, 

Copy 1 of DVs, Copy 3 of OS and originals of supporting documents from 
Cash Unit in the log book. Forward the documents to the Accountant for 

JEV preparation. 

Accountant  23. Examine DVs and checks against RCI. Verify if the serial number of 
checks actually issued including spoiled and cancelled ones, are all 

accounted for. 

 24. Prepare JEV in two copies and sign in the “Prepared by” portion. 

Designated Staff 25. Review correctness of the journal entries and sign on “Certified 

Correct by” portion of the JEV. Forward Copies 1-2 of JEV and Copy 1 of 

RCI, Copy 2 of Checks, Copy 1 of DVs and Cope 3 of OS and originals of 
supporting documents for recording in the Check Disbursement Journal 

(CkDJ)  

 E. Recording in the CkDJ 

 26. Receive Copies 1-2 of JEV and Copy 1 of RCI, Copy 2 of Checks, and 

Copy 1 of DVs, Copy 3 of OS and supporting documents. Record the JEV 
in the CkDJ. Retain Copy 2 of JEV for file. Forward Copy 1 of JEV, RCI 

and DV, Copy 2 of checks, Copy 3 of OS and supporting documents to 

the Receiving/Releasing Staff for submission to COA for audit. 

 

5.1.11  Disbursements Through Petty Cash Fund 

 
 

 Petty Cash Fund shall be maintained under the imprest system. The fund shall be 

sufficient for non-recurring, emergency and petty expenses of the agency. 
 Disbursements from the fund shall be through the Petty Cash Voucher (PCV, which 

shall be approved by authorized officials and signed by the payee to acknowledge the 

amount received. The Official Receipt of its equivalent is attached to the PCV 
 

Procedures forDisbursements Through Petty Cash Fund 

Person/Unit 

Responsible  

Steps 

 Receipt of Check for the Establishment/Replenishment of Petty 

Cash Fund 

Petty Cash Custodian 1. Receive check from Cashier for the establishment/replenishment of 
petty cash fund. Retrieve Cash Disbursement Record (CDR) and record 

the date, reference and the amount of check in the “Disbursements” 
column. 

 2. Encash check in the UNACOM Depository Bank and keep the cash in a 

safety vault. 

Requesting Personnel 3. Accomplish Box B “Requested by” portion of the Petty Cash Voucher 
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and forward the same to the Immediate Supervisor for approval. 

Immediate 

Supervisor 

4.  Sign “Approved by” portion of the PCV and return the same to the 

Requesting Personnel for submission to the PCV Custodian for release of 
fund. 

Petty Cash Custodian 5. Receive from the Requesting Personnel, the PCV duly approved by 
concerned official, release the fund and sign in Box B “Paid by” portion 

of the PCV. 

Requesting Personnel 6. Receive petty cash and sign in Box B “Cash Received by” portion of 
the PCV. 

Petty Cash Custodian 7. Issue copy 2 of the PCV to requesting personnel. 

 8. Retrieve Cash Disbursement Records from file and record paid PCVs. 
Fill up the following columns: date, reference, name of payee, nature of 

payment, amount in the credit column and cash advance balance.  

 9. File the original of PCV awaiting liquidation. 

 Liquidation of Petty Cash Advance 

 10. Receive from Requesting Personnel copy 2 of the PCV together with 

supporting documents. Check and review completeness of documents 
such as date, amount and nature of expenses paid as shown in the 

supporting documents. 

 11. If incomplete,  return to Requesting Personnel for completion of 
needed supporting documents. If complete, retrieve, the original of PCVs 

from file and fill up Box D “Liquidation Submitted” portion of the original 

of Copy 2 of PCVs. 

 12. Check the appropriate boxes for “Received Refund” or 

“Reimbursement Paid” portion and sign Box C of the PCV 

Requesting Personnel 13. Check and fill up the appropriate boxes for “Liquidation Submitted” 
and “Reimbursement Paid” upon submission of necessary supporting 

documents and receipt or reimbursement of cash , if any, and sign the 
PCV.  

Petty Cash Custodian 14. Return copy 2 of the PCV to the Requesting Personnel 

 15. If the amount granted is equal to the amount paid as shown in the 
liquidated PCV, proceeds to Sequence No. 16. 

 

If the amount is not equal to the amount paid, retrieve from file the CDR 
and record the necessary adjustments based on the liquidated PCV. Fill 

up the following columns: date, reference, name of payee, and nature of 
payment, amount in the appropriate debit, credit and balance columns. 

 16. File the original of the PCV together with the supporting documents 

awaiting replenishment. 

 Replenishment of Petty Cash Fund 

 17. Retrieve from file the original of PCV together with the supporting 

documents. Check the completeness of all PCVs for replenishment. 

 18. Prepare the Petty Cash Replenishment Report (PCRR) in two copies 
based on PCVs in numerical sequence and fill up the following columns: 

date, PCV number, particulars and amount. 

 19. Sign in the “Certified Correct by” portion of the PCRR. 

 20. Based on the PCRR, prepare DV in three copies. Forward copies 1-3 

of the DV, original of the PCRR and PCV, and supporting documents to 
Authorized Official for review and signature. 

Authorized Official 21. Sign in Box V portion of the DV. 

Petty Cash Custodian 22. Forward Copies 1-3 of the DV, originals of PCRR and PCVs and 

supporting documents to Budget Unit for preparation of ALOBS. 
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    5.1.12  Cash Advances 

 
 

Cash advance shall be of two types, namely: the regular cash advances, and the special cash 

advances. 
 

5.1.12.1 Regular cash advances are those granted to cashiers, disbursing  officers, 
paymasters, and/or property/supply officers for any of the following purposes: Salaries and wages, 

Commutable allowances, Honoraria and other similar payments to officials and employees, Petty 
operating expenses consisting of small payments for maintenance and operating expenses which 

cannot be paid conveniently by check or are required to be paid immediately. 

 
5.1.12.2  Special cash advances are those granted on the explicit authority of the Head of 

Agency only to duly designated disbursing officers or employees for other legally authorized 
purposes, as follows: 

 

 Current operating expenditures of the agency filed office or of  the activity of the agency 

undertaken in the field when it is impractical to pay the same by check such as: Salaries, 
Wages and Allowances, Maintenance and Other Operating Expenses, travel expenditures, 

including transportation fare, travel allowance, hotel/room/lodging expense and other 
expenses incurred by officials and employees in connection with official travel. 

 
5.1.13  Granting and Utilization of Cash Advances 

 

 
5.1.13.1 General Guidelines (COA Circular No. 97-002 dated 10 February 1997 and 

COA Circular No. 2009-002 dated 18 May 2009) on the granting and 
utilization of cash advances 

5.1.13.2 No cash advance shall be given unless for a legally authorized specific 

functions. 
5.1.13.3 No additional cash advances shall be allowed to any official or employee 

unless the previous cash advance given to him/her is first liquidated and 
accounted for in the books. 

5.1.13.4 No cash advance shall be granted for payments on account of infrastructure 

projects or other undertaking on a per project basis. 
5.1.13.5 A cash advance shall be reported on as soon as the purpose for which it was 

given has been served. 
5.1.13.6 Only permanently appointed officials shall be designated as disbursing 

officers. 
5.1.13.7 Officers and employees who are given cash advances for official travel need 

not be designated as Disbursing Officers. 

5.1.13.8 Transfer of cash advance from one Accountable Office (AO) to another shall 
not be allowed. 

5.1.13.9 The cash advance shall be used solely for the specific legal purpose for 
which it was granted. Under no circumstance shall be used for encashment 

of checks or for liquidation of a previous cash advance. 

5.1.13.10 The Accountant shall obligate all cash advances granted. He shall see that 
cash advances for a particular year are not used to pay expenses of other 

years. 
5.1.13.11 The following are the documentary requirements common to all cash 

advances except for travell. 
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5.1.13.12 Authority of the Accountable Officer issued by the Head of the Agency of 

his/her duly authorized representative indicating the maximum accountability 
and purpose of cash advance (for initial cash advance) 

5.1.13.13 Certification from the Accountant that previous cash advances have been 
liquidated and accounted for in the books. 

5.1.13.14 Approved application for bond and/or Fidelity Bond for the year for cash 

accountability of P2,000 or more.  
5.1.13.15 When a cash advance is no longer needed or has not been used for a period 

of two (2) months, it must be returned immediately to the Collecting Officer. 
5.1.13.16 All cash advances shall be fully liquidated at the end of each year. Except for 

Petty Cash Fund, the AO shall refund any unexpended balance to the 
Cashier/Collecting Officer who will issue the necessary Official Receipt. 

5.1.13.17 At the start of an ensuing year, a new cash advance may be granted, 

provided that a list of expenses against the previous cash advance is 
submitted. However, when no liquidation of the previous cash advance is 

received on or  before 20 January, the Accountant shall cause the 
withholding of the AO’s salary.  

 

Procedures forthe Granting and Liquidation of Cash Advances 

Person/Unit 

Responsible  

Steps 

Accountable 
Personnel 

Granting of Cash Advances 
 

1. Prepare request for cash advance using the prescribed cash advance 

form. 
 

The required supporting documents for specific type of cash advances, 
are as follows: 

 
Payroll Fund for salaries, wages, allowances, honoraria and 

other similar payments 

 
a. Cash advance for payroll shall be equal to the net amount of the 

payroll for a pay period. 
b. Cash advance for payroll shall be supported by the following 

documents: 

b.1 Copy of designation by the Agency Head in case the AO is not 
disbursing officer by appointment (attachment to initial cash 

advance) 
b.2 Copy of approved application for bond (attachment to initial cash 

advance) 

b.3 Approved payroll or list of payees with their net payments 
b.4 Approved contracts/appointments (for initial payment 

b.5 Approval/authority/or legal basis to pay any 
allowances/salaries/wages/fringe benefits 

b.6 Daily Time Record (DTR) approved by the supervisor 
 

Field/Activity Current Operating Expenses (COE) 

 
a. The amount of cash advances shall be limited to the requirements for 

two months 
b. The cash advance shall be supported by the following documents: 

b.1 Copy of authority by the Agency Head (attachment for initial 
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cash advance) 

b.2 Copy of approved application for bond (attachment to initial 
cash advance) 

b.3 Estimate of expenses 

b.4 Approved budget for COE of the agency or agency activity in 
the field 

 Petty Cash Fund (PCF) 
 

a. The PCF shall be sufficient for the recurring petty operating expenses 

of the agency for one month. 
b. The PCF shall not be used for payment of rentals, subscriptions, light 

and water bills and the like. Payments out of PCF shall be allowed 
only for amounts not exceeding P15,000 for each transaction, except 

when a higher amount is allowed by law  and/or specific authority by 

the COA. Splitting of transactions to avoid exceeding the ceiling shall 
not be allowed. 

c. The cash advance for PCF shall be supported by the following: 
c.1 Copy of authority by the Agency Head (attachment for initial 

cash advance) 
c.2 Copy of approved application for bond (attachment to initial 

cash advance) 

c.3 Approved estimates of petty  expenses for the month. 

 Travelling Allowances 

 

a. Travels shall cover only those that are urgent and extremely 
necessary, will involve the minimum expenditure and are beneficial 

to the agency concerned and/or country. 
b. No government fund shall be utilized to defray foreign travel expenses 

of any government official or employee, except in training, seminar 
or conference abroad when the officials or other personnel of the 

foreign mission cannot effectively represent the country therein and 

travels necessitated by foreign commitments. 
c. The grant of clothing allowance in all categories of trips is suspended 

indefinitely. 
d. Travelling allowance granted shall be treated and accounted as cash 

advances. No additional cash advance shall be granted unless the 

previous cash advance is liquidated and accounted for in the book. 
e. The travel must be supported by the following documents: 

Local Travel 
e.1 Travel Order approved in accordance with Section 3 of EO No. 

298. 

e.2 Duly approved Itinerary of Travel 
e.3 Certification from the Accountant that the previous cash advance 

has been liquidated and accounted for in the books. 
f. The travel expenses of government personnel regardless of rank and 

destination shall be in the amount of Eight Hundred Pesos (P800.00) 
per day which shall be apportioned as follows: a) fifty percent (50%) 

for hotel/lodging, b) thirty percent (30%) for meals and c) twenty 

percent (20%) for incidental expenses. 
Entitlement to travel expenses shall start only upon arrival at the 

place of destination and shall cease upon departure therefrom at the 
following percentage: 
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Arrival not                     Hotel/lodging 

later than          100%   (50%), meals (30%) 
12:00 noon                   & incidental exp. (20%) 

 

Arrival after         80%    Hotel/lodging (50%) 
12:00 noon                    dinner (10%) and        

incidental exp. 
 

    Departure                       Breakfast (10%0. 
    before 12:00      30%      & incidental  

noon                              expense (20%) 

 
   Departure at                   Breakfast (10%),  

   12:00 noon        40%      lunch (10%), and 
and later                        incidental exp. (20%) 

 

Foreign Travel 
e.1 Travel Order  

e.2 Duly approved Itinerary of Travel 
e.3Letter of invitation of host/sponsoring 

country/agency/organization 
e.4 For plane fare, quotations of three travel agencies or its 

equivalent. 

e.5 Flight itinerary issued by the airline/ticketing office/travel agency 
e.6 Copy of the UNDP rate for the daily subsistence allowance (DSA) 

for the country of destination or the computation of DSA to be 
claimed 

e.7 Document to show the dollar to peso exchange rate at the date 

of grant of cash advance 
e.8 Where applicable, authority from the Office of the President to 

claim representation expenses 
e.9 In case of seminars/trainings, invitation to nominate participant 

(issued by foreign country), acceptance of nomination as 

participant (issued by foreign country) and program agenda 
and logistics information 

e.10 Certification from the accountant that the previous cash 
advance has been liquidated and accounted for in the books. 

 

 
Accountable Officer 

Liquidation of Cash Advance 

 
2. Liquidate his/her cash advance within the following period with the 

following supporting documents: 
 

a. Payroll Fund for salaries, wages, allowances, honoraria and other 

similar payments-within five (5) calendar days after the end of the 
pay period. The supporting documents area: 

a.1 Report of disbursements certified correct by the Accountable 
Officer 

a.2 Approved payrolls/vouchers duly acknowledged/signed by the 
payee 

a.3 Approved DTR or certificate of service 

a.4 In case of payment of personnel under “job order” status duly 
verified/accepted accomplishment report 

a.5 Official Receipt (OR) in case of refund for unclaimed salaries 
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a.6 Authority from the claimant and identification of documents, if 

claimed by person other than the payee. 
a.7 Such other pertinent supporting documents as required by the 

nature of expense. 

 
b. Petty Cash Fund – as soon as the disbursement reaches 75% or as 

needed, the PCF shall be replenished which shall be equal to the 
total amount of expenditures made therefrom. In case of 

termination, resignation, retirement or dismissal of the PCF 
custodian, immediately thereafter. 

The supporting documents are as follows: 

b.1 Summary of Petty Cash Vouchers 
b.2 Report of Disbursements 

b.3 Approved purchase request with Certificate of Emergency 
Purchase, if necessary 

b.4 Bills, receipts, sales invoices 

b.5 Certificate of inspection and acceptance 
b.6 Report of Waste Materials in case of replacement/repair 

b.7 Approved trip ticket, for gasoline expenses 
b.8 Canvass from at least three suppliers for purchases involving 

P1,000 and above, except for purchases made while on official 
travel. 

b.9 Summary of Abstract of Canvass 

b.10 Petty Cash Vouchers duly accomplished and signed 
b.11 Official receipt – for refund, in case of current/petty expenses 

of time-bound undertaking 
b.12 Such other supporting documents that may be required and/or 

acquired under the company policy depending on the nature of 

expenses.  
 

c. Field/Activity Current Operating Expenses – within 20 calendar days 
after the end of the year subject to replenishment as frequently as 

necessary during the year. 

The supporting documents are as follows: 
c.1 same documents as those for salaries, petty operating expenses, 

other  personal services, and maintenance and other operating 
expenses depending on the nature of expenses incurred. 

 
d. Travelling Expenses -  within 30 days after the return of the 

official/employee concerned to his official station for local travel and 

within 60 days after the return of official/employee concerned to the 
Philippines in the case of foreign travel. 

The supporting documents are as follows: 
Local Travel 

d.1 Paper/electronic plane, boat or bus tickets, boarding pass, 

terminal fee 
d.2 Certificate of appearance/attendance 

d.3 Copy of previously approved itinerary of travel 
d.4 Revised or supplemental Office Order or any proof supporting 

the change of schedule 
d.5 Certification by the Head of Agency as to the absolute necessity 

of the expenses together with the corresponding bills or receipts, if 

the expenses incurred for official travel exceeded the prescribed rate 
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(Certification or affidavit of loss shall not be considered as an 

appropriate replacement for the required hotel/lodging bills and 
receipts). 

d.6 Liquidation Report 

d.7 Official Receipt in case of refund of excess cash advance 
d.8 Certificate of Travel Completed 

d.9 Narrative report on trip undertaken/Report of Participation/Post 
training reports and/or re-entry plans for long trainings or 

scholarship grants, in case of trainings. 
d.10 Hotel/room lodging bills with official receipts in the case of 

official travel to places within 50 kilometer radius from the last city 

or municipality covered by the Metro Manila Area, or the city or 
municipality where their permanent official station is located in the 

case of those outside the Metro Manila Area, if the travel allowances 
being claimed includes the hotel room/lodging rate. 

Foreign Travel 

d.1 Paper/electronic plane, boat or bus tickets, boarding pass, 
terminal fee 

d.2 Certificate of appearance/attendance for 
training/seminar/participation 

d.3 Bills/receipts for non-commutable representation expenses 
approved by the President under Section 13 of EO 298 

d.4 For reimbursement of actual travel expenses in excess of the 

prescribed rate (EO 298): 
     d.4.1 Approval by the President 

d.4.2 Certification from the Head of the Agency that it is 
absolutely necessary 

d.4.3 Hotel room bills with official receipts. (Certification or 

affidavit of loss shall not be considered as an appropriate 
replacement for the required hotel/lodging bills and receipts) 

d.5 Revised Itinerary of Travel, if applicable 
d.6 Narrative report on trip undertaken/Report of Participation/Post 

training reports and/or re-entry plans for long trainings or 

scholarship grants 
d.7 Official Receipt, in case of refund of excess cash advance 

d.8 Certificate of travel completed 
d.9 Liquidation Report 

 
Failure of the Accountable Officer to liquidate his/her cash 

advance within the prescribed period shall constitute a valid 

cause for the withholding of his/her salary. 

 3. Prepare the Report of Disbursements in three copies and submit the 

same with duly accomplished vouchers/payrolls and supporting 

documents to the Accountant and ensure that the report is properly 
acknowledged by the Accountant. 

Accountant 4. Within 10 days after the receipt of the report and supporting 
documents from the AO, the Accountant verify the report, record it in 

the books and submit the same with all the vouchers/payrolls and 

supporting documents to the Auditor.  
 

The cash advance shall be considered liquidated upon the recording 
thereof by the  Accountant in the books of accounts although not yet 

audited by the COA Auditor. 
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COA Auditor 5. Within 30 days from receipt of the report and supporting documents 

from the Accountant, the Auditor shall complete the audit and issue the 
corresponding Credit Notice to the AO to  inform the latter of the 

amount allowed in audit and any suspensions and/or disallowances 

made. 
 

In case of disallowance, a copy of the Credit Notice shall be furnished 
the Accountant who shall record the restoration of the cash advance for 

the amount disallowed. 

Accountable Officer 6. Submit to the Auditor the documents to settle his/her 
suspensions/disallowance. In case of cash settlement, present the 

necessary Official Receipt to the Auditor for notation. 

Auditor 7. When the documents are in order, lift the suspension and/or issue 
Credit Notice for the settled disallowance, copy furnished the Accountant 

who shall draw a Journal Voucher to record the credit to the cash 
advance. The credit notice issued by the Auditor to the AO shall be 

deemed sufficient compliance with the requirements of COA Circular No. 
94-001 dated 20 January 1994.  

 

5.1.14  Procedures for the Handling , Custody and Disposition of Cash Book 
 

Procedures forthe Handling, Custody and Disposition of the Cash Book 

Person/Unit 
Responsible 

Steps 

Accountable Officer 1. Fill-up the prescribed form for bonding, if the AO shall have a total 

cash accountability of P2,000 or more and prepare and submit the 
bonding following requirements to the Fidelity Bond Division of the 

Bureau of Treasury: 

 
 a. Appointment and/or designation as Accountable Officer 

b. Written character reference by at least three officials of the Agency 
one of whom is the Administrative and/or Legal Officer, other than the 

official who appointed/designated him. 

c. Statement of assets and liabilities as of the end of the preceding year. 
 

The amount of cash accountability of the AO shall be in accordance with 
the schedule of cash accountability and bond issued by the Bureau of 

Treasury. 

Accountant 2. Brief the newly-appointed or designated AO on the proper recording 
of the transactions and other matters related to the handling, custody 

and disposition of the cash book. 

Accountable Officer 3.Maintain separate cashbooks for salaries, wages, allowances, etc and 
for petty cash operating expenses. 

 

 4. Record the transactions in the prescribed cashbook daily such as: 

each invoice/receipt/voucher individually or the total disbursements for 

the day depending on the volume of the transactions.  

 5. Reconcile the book balance with the cash on hand daily and foot and 

close the books at the end of the month. 

 
The AO and Accountant shall reconcile their books of accounts at least 

quarterly. 

 6. Keep the cashbook at the office of the AO and place it inside the safe 
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or cabinet when not in use.  

 
Only the Auditor or an official duly authorized by the Head of Agency 

may have the authority to take the cashbook from the custody of the 

AO. 

 6. When the AO ceases to be a disbursing officer, submit the cash book 

to the Accountant, which shall form part of the Accounting Records. No 
clearance shall be issued to an AO, if he fails to submit the cashbook as 

required.  

Accountant 7. When the AO ceases to be a Disbursing Officer, immediately inform 
the Fidelity Bond Division of such cessation.   

 

 
 

5.2   Salary Administration 
 

        5.2.1  Policies (Payroll Sytem) 

 
The UNACOM shall pay the compensation and other cash benefits of its employees in a fair, orderly 

and timely manners. 
 

The personnel benefit costs of government officials and employees shall be charged against the 

funds from which their salaries are paid. 
 

Personnel benefit costs shall include salary increases, step increment, incentive and service fees, 
commutation of vacation and sick leaves, retirement and life insurance premiums, compensation 

insurance premiums, health insurance premiums, Home Development Mutual Fund contributions, 
hospitalization and medical benefits, scholarship and educational benefits, training and seminar 

expenses, all kinds of allowances, whether commutable o reimbursable in cash or in kind and other 

personal benefits and privileges authorized by law, including the payment of retirement gratuities, 
separation pay and terminal leave benefits. 

 
 5.2.2  Regulations 

 

The general requirements for the payment of salaries are as follows: 
 

a. Existence of a lawful and sufficient appropriation certified as available by the Chief 
Accountant. 

b. Legality of transaction and conformity with rules and regulations. 

c. Approval of the expense by the Chief of Disbursing Unit. 
d. Submission of proper evidence to establish the claim. 

 
The validity of claims of salaries shall be established by the following facts: 

 
a. Existence of legally created position with fixed compensation as listed in the Position 

and Salary Itemization of Position (PSIOP). 

b.  Rendition of service being paid for as evidence by the employee’s daily time record. 
c.  Authority to receive payment of person to whom delivery of money is made. 

 
Claims of first/initial salary under an original appointment or on reinstatement shall be 

supported by the following official documents: 

 
a. Certified true copy of duly approved Appointment  
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b. Assignment Order, if applicable 

c. Certified true copy of Oath of Office 
c. Statement of Assets and Liabilities and Networth 

d. Approved  daily time record (DTR) 
e. Certificate of Assumption of Duty 

f.      Medical Certificate 

g. BIR withholding certificates (forms 1902 and 2305) 
h. NBI Clearance 

i. Payroll Information on New Employee (PINE) (for  agencies with computerized 
payroll system) 

j. Authority from the claimant and identification document if claim by person other 
than the payee. 

 

For succeeding payments of salaries, require the employee to open LBP-ATM account number 
 

Additional requirements for transferees (from one government office to another) 
 

a.  Clearance from money, property and legal  accountabilities from the previous office. 

b. Certified true copy of pre-audited disbursement voucher of last salary from previous 
agency and/or Certification by the Chief Accountant of last salary received from 

previous office duly verified by the assigned auditor thereat. 
c. BIR Form 2316 (Certificate of Compensation Payment/Tax Withheld) 

d. Certificate of available leave credits 
e.    Service Record  

f. Statement of Assets Liabilities and Networth (SALN) 

 
Requirements for payment of last salary 

 
a. Clearance from money, property and legal accountabilities 

b. Approved daily time record 

c. Statement of Assets Liabilities and Networth (SALN) 
d. Claimant’s authorization to deduct all financial obligations with the employer. 

 
Requirements for payment of salary due to heirs of deceased employee  

 

a. Clearance from money, property and legal accountabilities 
b. Approved daily time record 

c. Death certificate authenticated by NSO 
d. Marriage contract authenticated by NSO, if applicable 

e. Birth certificates of surviving legal heirs authenticated by NSO 
f. Designation of next-of-kin 

g. Waiver of right of children 18 years old and above. 

 
Unless otherwise specially provided by law, the salary of any person appointed to a position 

in the Government service shall begin on the day he/she enters upon the discharge of his/her 
duties of his position. 

 

Payroll items may include the following: 
   

 a. Monthly basic salary 
 b. Personal Economic Relief Allowance- P2,000/month 

 c. Authorized /statutory deductions may be limited to: 
- Those resulting from lost time such as those arising from tardiness and absence without pay  
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 - Those authorized by law such as: 

a. BIR Income Tax Withheld- computed using the BIR Revised Withholding Tax 
Table 

b. GSIS – computed at 9% of  basic salary 
c. HDMF–computed at P100/month for employees. 

d. Philhealth Contributions–computed using PhilHealth current table. 

Contribution ranges from P100-P312.50 per month depending on salary. 
e. Other deductions, which are authorized by the  employee in writing 

- GSIS e-card cash advance 
- UNACOMEA Multi-Purpose Loan 

- GSIS-Emergency Loan 
- GSIS Housing Loan 

- GSIS-Consolidated  and Policy Loans 

- HDMF Multi-Purpose Loan 
- HDMF Housing Loan 

- PCV amortization 
- Provident Fund contribution and general purpose loan 

 

6. The authorized deductions from salaries shall not reduce the employee’s monthly net take 
home pay to an amount not lower than Five Thousand Pesos (P5,000) (RA No. 10155-GAA 

2012). 
 

7.  All salaries of employees of UNACOM are paid twice a month, with the following pay periods: 
 Pay Period 1 - 1st to 15th day 

 Pay Period 2 - 16th to last day of month 

 
 8. Payment of salaries under all circumstances shall be governed by the requirements of the 

Civil Service Law and Rules. 
 

5.2.3  Procedures for Preparing Payroll 

 

Procedures for  Preparing Payroll  

Person/Unit 

Responsible 

Steps 

Accounting Staff For employees with leave credits 

 

1. Compute the payroll based on the current salaries of personnel 
including the authorized deductions 

 
 

Personnel Staff For employees without leave credits 

 
2. Prepare summary of daily time records of personnel without leave 

credits and submit the same to the Accounting Unit including the request 
for exclusion/inclusion of concerned employee/s in the payroll.  

 

Accounting Staff 3. Upon receipt of summary of attendance duly supported by DTR of 
personnel without leave credits, compute the salaries and prepare the 

payroll. 

 
4. Prepare payroll register (hard and soft copy) 

Budget Officer 5. Prepare Obligation slips/funding and forward the payroll to the 
Accountant. 
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Accountant 6. Certify cash availability and completeness of documents 

Special Disbursing 

Officer and 
Accounting Staff 

7. Prepare check and advise of check issued together with a letter to the 

bank to credit employees’ account of their salaries or other claims and 
secure a validated Official Receipt. 

 
8. Issue pay slips to individual employees  

Employee 9. Withdraw salaries from the ATM 

 
5.2.4   Salary Adjustments 

 

Performance and service related benefits 
 

a. Step Increment due to length of service (Longevity Pay). Granted to qualified 
personnel for every three (3) years of continuous satisfactory service in the present position. 

Said length of service in the present position in the same agency may include the period/s 
rendered by an incumbent as follows: 

 

a.1 While on temporary or provisional status of appointment in the same position; 
a.2  Before his/her present position was reclassified/ upgraded/ reallocated; and 

a.3  Period rendered by him/her prior to re-appointment to the same or comparable position 
within the same salary grade in a reorganized agency staffing pattern.  

 

 Length of service in the present position shall also include the period rendered by an 
incumbent prior to his/her transfer within the same agency or to another agency in a position 

with the same or comparable position and salary grade. 
 

 The grant of step increment to an official or employee on leave of absence with or without 
pay for more than three (3) months shall be deferred corresponding to the period of such 

absence/non-performance of actual duties and responsibilities of his/her present position to 

complete the service and performance rating requirements. 
 

 An official or employee authorized to be granted Longevity Pay under an existing law is not 
eligible for the grant of Step Increment due to length of service. 

 

b. Step Increment/s due to meritorious performance 
 

 A qualified official or employee may be granted  two step increments if he/she has attained 
two (2) ratings of “Outstanding” during the two (2) rating periods within a calendar year. 

 

 A qualified official/employee may be granted a one (1) step increment if he/she has attained 
one (1) rating of “Outstanding” and one (1) rating of “Very Satisfactory” of two (2) ratings of 

“Very Satisfactory”) during the two (2) rating periods within a calendar year. 
 

 Step increment/s due to meritorious performance shall be granted initially effective 15 
January 2015, and subsequently every 01 January of every year thereafter only for those 

with CSC-approved agency PMS. 

 
 Personnel on secondment, study privilege, scholarship or training grant for more than three 

(3) months, shall not be considered in determining entitlement to the grant of step 
increment/s due to meritorious performance since they do not perform the actual duties and 

responsibilities of their present positions. 
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The performance of personnel on detail to another agency for three (3) months or more shall 

be rated by the authorities concerned in the receiving agency. The average performance 
rating of the detailed personnel shall be considered in the ranking of qualified personnel in 

either the receiving or the mother agency where the detailee served for a longer period 
within a given year.(CSC & DBM Joint Circular No. 1 s. 2012)  

 

The grant of step increment due to length of service and meritorious performance shall be 
adjusted to the salary corresponding to the next step or the second next step, as the case 

may be, but only up to Step 8, in the Salary Schedule under implementation. 
 

The grant of step increment applies only to: 
 

a.Career service under permanent status; and 

b. Non-career service whose positions are found in the regular plantilla of the agency 
concerned except those who are occupying positions that are specifically exempted 

from or not following R.A. No. 6758. 
 

Authorized vacation leave without pay for an aggregate number of more than fifteen(15) 

days, inclusive of Saturdays and Sundays shall break the continuity of service of an 
official/employee for purposes of the grant of step increment. (CSC MC No. 50 s. 1990) on 

the implementation of National Budget Circular No. 461 
 

The DBM in its letter dated 06 September 2012 clarified that the UARPMO personnel are not 
among those covered by the grant of Step Increment pursuant to Joint CSC-DBM Circular No. 

1 s. 1990, as amended by Joint CSC-DBM Circular No. 1 s. 2003, which provides that the 

grant of step increments to government personnel based on their length of service covers 

those officials and employees of national government agencies who are appointed in the 
career service under permanent status and in the non-career service whose positions are 

found in the regular plantilla of agencies. The UARPMO since its integration with the 
UNACOM pursuant to EO 577, had not been fully integrated in terms of organization. Up to 

Procedures in the Payment of Step Increment 

Person/Unit 
Responsible  

Steps 

Personnel Staff 1. Determine the employees entitled to step increment/s due to length 

of service and meritorious performance 

 2. Prepare the notice of step increment/s due to meritorious 

performance  and due to length of service, as the case may be, following 

the formats attached as Annexes “A” and “B”. and forward the said 
notices to the Agency Head for approval and signature. 

 3. Issue such notices, thru the Personnel Unit, to the personnel 

concerned, copy furnished the GSIS. 

 4. Compute the salary differential between the present salary and 

adjusted salary based on the step increment using the Monthly Salary 

Schedule for Civilian National Government Personnel and prepare 
request for payment of step increments for submission to the Accounting 

Unit to  be supported by the following documents:  
a. Service record 

b. Certification issued by the Personnel Officer that the claimant has 
not incurred more than 15 days of vacation leave without pay. 

Accounting Unit 5. Process payment for salary differential and integrate the adjusted 

salaries of concerned personnel in the payroll subject to the submission 
of the Notice of salary adjustment in case of step increment/salary 

increase. 
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this time, the personnel component of UARPMO remained as “Contractual” and separate from 

the organic component of UNACOM, hence, not part of the UNACOM regular plantilla. 
 

The post audit of Notices of Step Increments issued pursuant to the provision of the CSC-
DBM Joint Circular No.1 should be submitted regularly to ensure the accuracy of the 

computations thereon. 

 
5.2.5  Procedures in the Payment of Step Increment 

 
5.2.7  ALLOWANCES, HONORARIA AND OTHER FORMS OF COMPENSATION 

 
5.2.7.1 Personnel Economic Relief Allowance (PERA) 

 

The PERA shall be paid only when basic pay (salary, wages or base pay) is also paid. It shall be paid 
to personnel provided he/she has rendered full time service for 8 hours per working day, 22 working 

days per month inclusive of leaves of absence with pay (DBM Circular No. 2009-3 dated 18 August 
2009). 

 

5.2.7.2 Representation and Transportation Allowance (RATA)   
 

a. The officials/employees with salary grade 24 and above are entitled to receive RATA as 
defined under Section 45 of FY 2012 GAA and COA Circular No.2000-005 dated 04 October 

2000.    
 

b. Officials who are assigned or who are presently using government motor vehicles shall not be 

granted transportation allowances (DBM National Compensation Circular (NCC) No. 67 dated 
01 January 1992. 

 
c. Officials and employees duly designated by competent authority as Officer-in-Charge (OIC) of 

positions entitled to commutable RATA for one full calendar month or more may be 

authorized to collect the RATA authorized for the said positions, provided it is so specified in 
the Order designating them as OIC except for the instances defined under Section 3.5 of 

DBM NCC No. 67 dated 01 January 1992. 
 

d, For positions without incumbents, a designation may be made only for a maximum of one (1) 

year (CSC Memorandum Circular No. 06 s. 2005). 
 

d. An official or employee who is on leave (Vacation Leave/Sick Leave/Maternity Leave) of 
absence with or without pay for one full calendar month or more is not entitled to collect 

RATA. 
 

e. Officials or employees who are on authorized attendance at a training course/scholarship 

grant/seminar or any other similar activity, which is tantamount to the performance of their 
regular duties and responsibilities, may be authorized to continue to collect RATA on a 

reimbursable basis subject to availability of funds (Sec. 3.3.2 and 3.4 of DBM NCC No. 67 
dated 01 January 1992). 

 

Documentary Requirements for RATA Claims 
 

For individual claims 
 

a. Copy of Office Order/Appointment (1st payment) 
b. Certificate of Assumption (1st payment) 
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c. Certification that the official/employee did not use government vehicle and is not 

assigned any government vehicle. 
d. Certificate or evidence of service rendered or approved  DTR. 

 
For general claims 

 

a. RATA payroll 
b. Payroll register (hard and soft) 

c. Letter to the bank to credit employees’ account of their RATA claims, if applicable 
d. Validated official receipts of bank 

 
 

 

Clothing/Uniform Allowance 
 

a. Officials and employees who have rendered at least six consecutive months of 
service in a particular year including leaves of absence with pay shall be entitled to 

clothing allowance. 

 
b. The clothing allowance of government personnel who are on detail with other 

government agencies shall be borne by the mother agency. 
 

c. An employee who transferred to other government agencies during the first six 
months of a particular year and was not granted clothing allowance by his/her 

former agencies, shall be granted clothing allowance by his/her new agencies. 

 
d. An employee who transferred to other agencies within the last six months of a 

particular year shall no longer be granted clothing allowance by his/her agency as by 
then he/she is deemed to have been granted clothing allowance by his/her former 

agency (DBM Budget Circular No. 2003-8 dated 08 December 2003 and DBM Budget 

Circular No. 2003-8A dated July 2, 2004). 
 

Documentary Requirements for the payment of clothing allowance of  newly hired 
employees 

 

For individual claims 
 

a. Certified true copy of approved appointment of new employees 
b. Certificate of Assumption of new employees 

c. Certificate of non-payment from previous agency, for transferees 
 

General claims 

 
a. Clothing/Uniform allowance payroll 

b. Payroll register (hard and soft copy) 
c. Letter to the bank to credit employees’ account of their salaries or other claims 

d. Validated Official Receipt of bank 
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ANNEX D: Philhealth Contribution Table 

 

Salary 

Bracket 

Salary Range Salary 

Base 

Total 

Monthly 

Premium 

Employee 

Share 

Employer 

Share 

1 4,999.99 & below 4,000 100 50.00 50.00 

2 5,000-5,999.99 5,000 125 62.50 62.50 

3 6,000-6,999.99 6,000 150 75.00 75.00 

4 7,000-7,999.99 7,000 175 87.50 87.50 

5 8,000-8,999.99 8,000 200 100.00 100.00 

6 9,000-9,999.99 9,000 225 112.50 112.50 

7 10,000-10,999.99 10,000 250 125.00 125.00 

8 11,000-11,999.99 11,000 275 137.50 137.50 

9 12,000-12,999.99 12,000 300 150.00 150.00 

10 13,000-13,999.99 13,000 325 162.50 162.50 

11 14,000-14,999.99 14,000 350 175.00 175.00 

12 15,000-15,999.99 15,000 375 187.50 187.50 

13 16,000-16,999.99 16,000 400 200.00 200.00 

14 17,000-17,999.99 17,000 425 212.50 212.50 

15 18,000-18,999.99 18,000 450 225.00 225.00 

16 19,000-19,999.99 19,000 475 237.50 237.50 

17 20,000-20,999.99 20,000 500 250.00 250.00 

18 21,000-21,999.99 21,000 525 262.50 262.50 

19 22,000-22,999.99 22,000 550 275.00 275.00 

20 23,000-23,999.99 23,000 600 300.00 300.00 

21 24,000-24,999.99 24,000 625 312.50 312.50 

22 25,000-25,999.99 25,000 650 325.00 325.00 

23 26,000-26,999.99 26,000 675 337.50 337.50 

24 27,000-27,999.99 27,000 700 350.00 350.00 

25 28,000-28,999.99 28,000 725 362.50 362.50 

26 29,000-29,999.99 29,000 750 375.00 375.00 

27 30,000 & above 30,000 775 387.50 387.50 

 

 
 

 
 

 

ANNEX E:Revised Inpatient Care Benefits 
 

Benefit Item Case Type 

 A B 

Room & board (maximum of 45 days per year) 300 300 

Drugs and medicine (per single period of confinement) 2,700 9,000 

X-ray laboratory and other (per single period of confinement) 1,600 5,000 

Operating Room 500 500 

Professional Fees 

a. Daily visits 

(General Practitioners-Groups 1,5 &6) 
 

Maximum per confinement 

 

300/day 

 
1,200 

 

 

400/day 

 
2,400 
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Specialist (Groups 2,3 & 4) 

Maximum per confinement 

500/day 

2,000 

600/day 

3,600 

Surgery (for Case Type A & B) 
 

General Practitioner 
1st tier (Group 1) 

 
 

 

With training 
2nd Tier (Group 5 & 6) 

Surgeon 
 

 
RVU x PCF 

40=PF1 
 

 

RVU x PCF 
48=PF2 

Anesthesiologist 
 

40% of 
surgeon’s fee 

(PF1) 
 

48% of 

surgeon’s fee 
(PF1) 

Diplomate/Fellow 

 
3rd Tier (Group 2, 3 & 4) 

 

 
RVU x PCF 

56=PF3 
 

 
Maximum of 

P2,000 per 

confinement 

 

 
56% of 

surgeon’s fee 
 

Maximum fee 
computed as 

percentage of 

P2,000 

 

 

VI.  UNACOM OFFICE POLICIES 
 

6.1   DRESS CODE 
 

6.1.1 All employees are enjoined to wear business attire with UNACOM from Monday to 
Thursday. The business attire is defined as any clothing with a blazer, coat or suit 

for women and long sleeves of barong for men. 

 
6.1.2. Wearing of rubber shoes, slippers, bakya and step-ins is banned from Monday to 

Thursday but wearing of rubber shoes is allowable on Friday. 
  

6.1.3 Wearing of collarless t-shirts, sandos, jogging and denim/maong pants, party or 

picnic clothes such as legging, shorts and pedal pushers is prohibited from Monday 
to Thursday except on Friday where the wearing of denim/maong pants is allowed; 

and 
 

6.1.4 Wearing of heavy or theatrical make-up and use of too much costume, jewelry and 

flashy accessories, curlers, turbans and  bandanas during office hours is also 
prohibited. 

 
6.2  OFFICE ID 

 
 All UNACOM employees including contractual and detailed employees are required to wear 

their proper identification (ID) card upon entering the office premises. The “No ID, No 

Entry” policy shall be strictly enforced. Employees who are not allowed to enter the 
UNACOM office premises for the non-wearing of office ID shall be considered absent on 

that day. 
 

6.3   OFFICE ETIQUETTE 
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6.3.1 The use of office telephone units is only on official business. All employees shall 

refrain from using the office phones for personal use. 
6.3.2 All employees shall at all times answer the caller courteously/respectfully with 

friendly disposition. 
6.3.3 All employees shall limit their calls to at most three (3) minutes to allow outside 

callers to get connected. 

6.3.4 Employees must hung-up or slowly put down the receiver on its cradle when the line 
desired is being used or busy to avoid hurting the eardrums of the parties using the 

line. 
 

6.4   USE OF PANTRY  
 

6.4.1 All employees who will use the PANTRY shall be responsible for cleaning their own 

mess, which includes wiping the table, washing used utensils and putting back chairs 
in their proper places. 

6.4.2 All employees shall not throw their waste/left over food in the kitchen sink to prevent 
clogging. 

6.4.3 Any utensils/items left unwashed in the kitchen nook at night shall be confiscated 

and thrown in the garbage bin. 
6.4.4 Food left in the refrigerator for a week shall be considered spoiled and the same shall 

be dispatched properly. 
6.4.5 All employees shall always keep the refrigerator door close when not in use to 

prevent cockroaches and other insects from contaminating food. 
 

6.5  UNACOM COMPUTERS 

 
6.5.1 All  UNACOM employees shall use the IT facilities for purposes related to UNACOM’s 

work. 
6.5.2 All UNACOM employees are prohibited from using the computer facilities for 

commercial purpose or for private purposes including consultancy of any other work 

outside the scope of official activity. The use of UNACOM computer facilities for such 
purposes without permission from management may result in withdrawal of, or 

restriction of access. 
6.5.3 All UNACOM employees are prohibited from using IT facilities for playing computer 

games or for performing outside work and non-UNACOM activities. 

6.5.4 All UNACOM employees are prohibited to alter computer materials on UNACOM’s IT 
facilities, which includes systems software, configurations, databases, messages, 

data files, web pages or web sites, and others, without the management’s prior 
permission. 

6.5.5 Non-UNACOM personnel (e.g. relatives, friends, etc.() who intend to use the 
UNACOM-IT facilities must first seek permission from the Head of the AFG before 

using any facilities. 

6.5.6 All UNACOM employees are prohibited from bringing food or drink near the 
UNACOM IT facilities to prevent damage and increase computer’s life span. 

6.5.7 All UNACOM employees are prohibited from using the different networking sites 
during and after office hours (including weekends and holidays). 

 

 6.6   PROHIBITED ACTIVITIES 
 

6.6.1All UNACOM employees are encouraged not to engage in the following prohibited 
activities: 
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a. Selling any item/wares or undertaking personal business transactions during 

business hours. 
b. Loitering or loafing along the corridors or their stations unless necessary. 

  c. Littering 
  d. Indulging in meaningless gossips at the expenses of the waiting public or  

   even when your schedule is light. 

  e. Gambling 
  f. Smoking (CSC Res. No. 91-787 s. of 1991) 

  g. Moonlighting 
  h. Drinking intoxicating liquor/drinks. 

 
 

              6.7.   PENALTIES AND SANCTIONS 

 
              The following penalties and sanctions for violation of the above-stated UNACOM 

office policies are as follows:  
 

  First Offense - Reprimand 

  Second Offense- Suspension 1-30 days 
  Third Offense - Dismissal 

 
 

 
VII.   UNACOM’S FRONTLINE SERVICES 

 

 Processing of Endorsement for Customs Duties Exemption 
 

Å Who May Avail? 
 

 The Philippines as a Contracting State to the UNESCO Florence Agreement undertakes 

not to apply customs duties on any of the materials listed in the annexes of the 
Agreement without exception, provided such materials are the products of another 

Contracting state. Thus, any individuals, institutions, organizations may apply for 
endorsement on customs duties exemption. 

 

Annex A – Books, Publications and Documents 
(Books, newspapers, periodicals, printed music, maps and other categories of printed 

matter) 
Annex B – Works of art and collector’s pieces of educational, scientific or 
cultural Character 
(Paintings and drawings executed by hand, excluding decorated wares, sculpture, 

collector’s pieces and antiques which are in excess of 100 years of age) 

Annex C – Visual and auditory materials of an educational, scientific and 
cultural character 
(Films, microfilms, film strips, slides, sound recordings, patterns, models and wall 
charts) 

Annex D – Scientific instruments or apparatus 
(Intended exclusively for educational purposes or pure scientific research) 
                   

                 Annex E – Articles for the blind 
(books, publications, documents and other articles specially designed for the 

educational advancement of the blind) 
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 What are the Requirements? 

 

ü Letter of request addressed to the UNESCO NatCom Secretary-General 
ü Original and photocopy of the following: 

o Airway Bill (AWB) or Bill of Lading (BL) 
o Invoice of Packing List 

o Deed of Donation (for donated materials) 

o Postal Registry Notice (if the shipment is thru Postal Office) 
 

 How long is the Processing? 

 
          Generally, one (1) to two (2) days. 

 
 How much is the Processing Fee? 

 

 UNESCO NatCom does not collect any fees. 

 
    


