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Republic of the Philippines
Department of Agriculture

SUGAR REGULATORY ADMINISTRATION ‘
SugarCeMer&dg,NoﬁhAve,DMnmn,QuezonCﬂy

Philippines 1101

TIN 000-784-336

May 26, 2016

MEMORANDUM CIRCULAR NO. 6
Series of 2016

TO . ALL DEPT. MANAGERS/CHIEFS/UNITS/OFFICES (QC/VIS)

SUBJECT: RULES AND REGULATIONS, RATES OF ALLOWANCES
FOR OFFICIAL LOCAL AND FOREIGN TRAVELS OF
GOVERNMENT  PERSONNEL  PRESCRIBED UNDER
EXECUTIVE ORDER No. 298 DATED MARCH 23, 2004

For general information, the following are the guidelines, rules and regulations
for the grant of allowable expenses as provided for under Executive Order
No. 298 dated March 23, 2004 and COA Circular # 96-004.

1.) Travel expenses would mean the amount authorized to cover
hotel/lodging rate, meals and incidental expenses excluding
transportation expenses going to and from the destinations. >

2.) Travels and assignments shall cover only those urgent and extremely
necessary, will involve the minimum expenditures and are beneficial to
the agency concerned and/or the country

3.) Official local travel shall be approved as follows:

Less than thirty (30) days | Head of Office / Bureau or equivalent {

Department Secretary or equivalent (to be
construed as approval by Secretary of

Thirty (30) days or more
Budget and Management

Official foreign travel of the Department Secretaries, Undersecretaries,
Assistant Secretaries, heads, senior assistant heads and assistant
heads of GOCCs and GFls, heads of local government units shall be
subject to the prior approval of the President of the Philippines.

However, foreign travel assignments of other officials and employees

that will last one (1) calendar month and below shall be approved by
the Department Secretary or equivalent, to which such GOCC / GFl is

attached.

4.) Allowable travel expenses are as follows:

A. Local Travel

Incidental
Total per day Hotel / Lodging Meals Expenses
P 800.00 50% - P400.00 | 30% -P240.00 | 20% - P160.00 |




B. Officials and employees authorized to travel abroad shall be
entitled to P1,500.00 commutable pre-departure allowance to cover
miscellaneous/incidental expenses, such as taxi fare, passport
photographs, immunization, visa fees, tips, porterage and airport
terminal fees. They are also entitled to Daily Subsistence Allowance
(DSA) as provided under the United Nations Development Program
(UNDP) index which can be secured from the Department of Affairs.
When the country of destination is not listed in the said index, the DSA

for the nearest country shall be adopted.

Claims in excess of the authorized travel expenses may be allowed
upon certification by the head of the agency as absolutely necessary
in the performance of an assignment and presentation of bills and
receipts. Certifications and / or affidavit of loss are not considered as

appropriate replacement for these documents.

Entitlement to travel expenses shall start only upon arrival at the
place of destination and shall cease upon departure therefrom at

the following percentage:

PARTICULARS | PERCENTAGE / TOCOVER |
Hotel / lodging -
Arrival not later than 100% 50% ; Meals — 30% ;
12:00 noon Incidental expenses
- 20%
Hotel / lodging -
Arrival  after 12:00 80% 50% ; Meals — 10% ;
noon Incidental expenses
- 20%
Breakfast 10%
Departure before 30% Incidental expenses-
12:00 noon 20%
Breakfast — 10%
Departure at 12:00 40% Lunch -  10%
noon and later Incidental expenses
- 20%

(Section 4,10 of EO #298)

The amount of transportation expenses shall be the actual rates of the
authorized means of transportation (land, sea and air) from the
permanent official station to the destination or place of work or
assignment in the field and back, plus other incidental expenses.

Specific guidelines from COA Circular No.96-004 are as follows:

1.) Only ordinary public conveyance or customary mode of
transportation shall be used. Exceptions may be made in
meritorious cases as justified by prevailing circumstances. For this
purpose, the agency head or his equivalent shall determine and
indicate in the travel authority the mode or class of transportation,




the kind of hotel/lodging houses to be taken, which in all cases
shall be the most advantageous to the government from the
standpoint of economy and efficiency.

2.) Transportation expenses are not allowed where government
vehicles are used for the travel.

3.) In no cases there will be reimbursement of gasoline and oil where
a private vehicle is used. However, reimbursement of the
equivalent cost of the customary mode of transportation is
allowable.

4.) To preclude double payment of expenditures, the travel allowance
prescribed shall not be allowed where meals and lodging are paid
for or furnished by the government. Only the difference shall be
paid to take care of local or inland transportation and other
incidental expenses while in the place of assignment.

5.) Travels shall be treated and accounted for as cash advances and
must be liquidated within 30 days and 60 days after his return for
local and foreign travel respectively. If not, ,payment of his salary
shall be suspended until complied therewith.

6.) Liquidation vouchers shall be supported by the following
documentary requirements: a) Certificate of travel completed; b)
Certificate of Appearance; c) Copy of the report on the
accomplishment of the purpose of the travel duly noted by the
agency head or authorized representative; d) travel authority 4TO);
e) Special Order; f) used tickets, RERs, tape metered taxi receipts

Please be guided accordingly.

KI;/EGINA BAUTISTA-MARTIN
Administrator
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EXECUTIVE ORDER NO, 294

AMENDING FURTHER EXECUTIVE ORDER NO. 288 DATED MAY 29, 1997
AS BMENDED BY EXECUTIVE ORDER WO, 248-A DATED AUGUST 14,
1995, WHICH PRESCRIBES RULES AND EUGULATIONS AND NEW
RATES OF ALLOWANCES FOR OFFICIAL LOCAL AND FOREIGN
TRAVELS OF GOVERNMENT PERSONNEL
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WHERERS, under Section 7% of Presidenial Decroe Mo, 1177, dated July 34,
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{Administrative Code of 19873, the rates of travel allowances may be changed from
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WHEREAS;
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Philippines.

SEC. B, The frst
amended to read as m?ﬁuwv
“Geckion 12, Allowalde Travel Expenses. Governmerd

personmel  who  travel abroad shall be entitled o the Daily
Subsistence Alowance (DSA) as provided under the United Nations
Development Program (UNDP) Indes, which can be secured from
the Deparkment of Foreign Affairs, The DEM shall be apportioned gs
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