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GUIDELINES IN THE REVIEW AND COMPLIANCE PROED
SUBMISSION OF STATEMENT OF ASSETS, LIABILITIE

1987 Constitution
Republic Act No. 6713 or the “Cod:
Public Officials and Employees”

CSC Memorandum Circular No

Fmancnal Connections”
CSC Resolution Nos. 130045
IATF AO 25 Memorandum (
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; These guidelines shall cover all Plantilla-Based Personne
~ employment status.

GUIDELINES:

Section |.

FILING AND SUBMISSION OF SALN

statement of which mus
last day of office;

Section 2. PERSON AUTHORlZED TO
SUBMITTED SALN ‘
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There should be a designated Review
Committee to receive, through the HRM Seetf@ ,
if the same has been submitted on time, complete
form, and render opinion interpreting the p OVil
and compliance procedure in the filing thereot
Review and Compliance Committee shall be co
following:

e General Manager as Chairperson
e Industrial Relations Management Oﬁ"ceF"B? HRMO)
e Administrative/General Services folcer.g’“ as Mem

The Committee shall determine whethe
the officials and employees is submn
completely and within the pres
existing guidelines on filing SALN.

Section 3. DUTIES OF THE REVIEW ND i MH
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Section 4. MINISTERIAL DUTY OF THE HEAD OF
MANAGEMENT SECTION TO ISSUE C

Compliance Committee, it shall be the ministerial duty of
HRM section to issue order requiring those who have mcam 4
their SALN to correct/supply wrong/lacking information ¢
did not file/submit their SALN to comply within a non-exte
of three (3) days from the receipt of the sald oggi,er. 4

that year, as the same came to hi
filed, corrected and/or submltt (

A) Step 1 &
The HRM section

fﬁaals and employee :

C) Step3 ,
All receivec
by the SALN Revi



D) Step 4 )

The SALN Review and Compliance Committee shall

submit a list of employees in alphabetical order who filed their

SALN with incomplete data; filed their SALNs with complete
data/information; and did not file SALN.

E) Step5
Immediately upon receipt of the list, the HRM head shall
issue an order requiring those who have incomplete data in their
SALN to correctly/supply the desired information and those who i
did not file/submit their SALN to comply within a non-extendable
period of three (3) days upon receipt of the said order.

F) Step6
The SALN Review and Compliance Committee shall :
submit to the concerned agencies the original SALN of employees

as a manner required by the regulatory agencies.

SANCTIONS:

Failure to correct/submit SALNs in accordance with the procedure and within
the given period shall be ground for disciplinary action. The chairperson of the
committee thru the Human Resource Management Officer shall issue a show-cause
order directing the official or employee concerned to submit his/her comment or
counter-affidavit; and if evidence warrants, proceed with the conduct of the
administrative proceedings pursuant to the 2017 Rules on Administrative Cases in
the Civil Service (RACCS). The offense of failure to file SALN shall be:

15t Offense — suspension for one (1) month and one (1) day to six (6) months

27 Offense — dismissal from the service

SR A P
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S

ENSMITTAL OF ALL SUBMITTED SALN.TO THE COREER .
E EFORE APRIL 30 OF EVERY YEAR

Unless expressly repealed or superseded, any part
Guidelines which is rendered invalid, ineffective, or inconsistent

Engr. ROGELIO B. MINA, JR.
Genergl Manager

Date: September 18, 2020




