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Repubh'q of the Philippines
| TANAY WATER DISTRICT
IFP Bldg., No. 41 F.T. Catapusan St., Tanay, Rizal

" OFFICE OF THE GENERAL MANAGER

~ OFFICE MEMORANDUM
. Ref. File No.:
To: All TanWD Employees 2020-06-56
From:  General Manager Date: June 24, 2020
Re: REVIEW AND COMPLIANCE PROCEDURE ON FILING AND SUBMISSION OF REVISED

!

SALN AND DISCLOSURE OF BUSINESS INTERESTS AND FINANCIAL CONNECTIONS
FOR THE YEAR 2020, REV 02

Pursuant to CSC MC No. 13, s. 2020, RE: Filing and Submission of Revised
SALN Form for Year 2020, the following timeline and responsibilities shall be
observed:

August 31, 2020

Deadline for filing-and submission-of SALN for year 2019
for officials and employees to IRMO-A

September 1-7,
2020

Review and evaluation by the IRMO-A of individual SALNs
filed as to timeliness, completeness and propriety of form

September 8, 2020

Submission of list of employees (Compliance/Non-
Compliance/Incomplete SALN by the IRMO-A to the
Review and Compliance Committee

September 15, ' Recommendation of the RCC for the issuance of

2020 Compliance Order to concerned personnel

September 22, The OGM shall issue Compliance Order to require (i) those

2020 who failed to submit their SALN, (ji) those who have
incomplete data therein, to submit their SALN or to
provide the lacking data, as appropriate.
The official or employees, to whom the order is
directed/addressed shall be given non-extendable period
of thirty (30) days from receipt of the order within which
to comply. _

September 30, Submission by the IRMO-A to the RCC of another list

2020

showing the name of persons who failed to comply within
the 30-day period.

October 5, 2020

The RCC shall recommend to the OGM the issuance of
Show Cause Order, directing the official or employee
concerned to submit a comment or counter-affidavit

regarding his/her failure to correct or submit his/her
SALN.

October 30, 2020 _

Deadline of transmittal of SALN to the Deputy
Ombudsman c/o IRMA-A.
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The foregoing schedules may be subject to change in case of any further

 issuance by the appropriate agency.

Failure of an official or employee to-correct/submit his/her SALN in accordance -
with the foregoing within the given period shall be a ground for disciplinary action,
and may be held liable for Failure to File SALN pursuant to Rule 10 Section 46 (D) (8)

of the Revised Rules on Administrative Cases in the Civil Service with the following
penalties: : '

1%t offense: Suspension of one (1) month and one (1) day to Six (6) months
2" -offense: Dismissal from the service.

Likewise, conéerned personnel who failed to perform his/ her duties indicated
above shall be held tiable for Simple Neglect of Duty with the following penalties:

1%t offense: iSuspension of one (1) month and one (1) day to Six (6) months
2™ offense: Dismissal from the service.

For your information and compliance.

MR. EMMANUEL C. CATOLOS

Received by Date
Admin Prodn
Comml Tech.dept.
Engg Sub-Office
-Finance BOD
G50
cc: FILE Procurement
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CIVIL SERVICE COMMISSION

" Republic of the Phillppines

MC No. 13, 5. 2020

MEMORANDUM CIRCULAR

TO ALL. HEADS OF CONSTITUTIONAL BODIES
DEPARTMENTS; BURFAUS AND AGENCIES OF THE
NATK)NAL GOVERNMENT; LOCAL GOVERNMENT
UNITS, GOVERNMENT OWNED OR CONTROLLED
CORPORATIONS; AND STATE COLLEGES AND
UNIVERSITIES

SUBJECT Filing and Submission of the Revised Statement of Assets,
Liabilities and Net Worth (SALN) Form for the Year 2020

Pursuant to CSC Resolution Neo. 2000603 dated June 22, 2020, the Commission
resolves to adopt the following guidelines in the filing and submission -of the Statement of
Assets, Liabilities and Net Worth (SALN) Form for the year 2020 during the state of public
health emergency:

1. The online oath taking of the SALN shall be allowed subject the following steps:

a. The Administering Officer or the Declarant initiates an electronic meeting with
the Declarant or the Administering Officer, as the case may be, via
Communication Technology (e.g. WebEx, Zoom or Skype). A
“Communication Technology” is defined as an electronic device or process that
allows the Administering Officer and a remotely located individual, the
Declarant, to communicate simultaneously by sight and sound.

b. The Administering Officer reviews the Declarant’s evidence of identity via
video, if not personally known to the Administering Officer.

¢. The Declarant executes the SALN and affirms the same as his/her free act and
deed, and that the contents thereof are true and correct. The Declarant shall
execute the SALN by affixing his/her electronic/digital signature to the
electronic. SALN;, or wet ink signature to the physical SALN, provided the
execution or placing of signature is done within sight of the Administering
Officer. The Original shall refer to the electronic SALN or physical SALN, as
the-case may be.

Bawat Kawam Lingkod Bayani
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On the same day, the Declarant transmits a copy of the Original to the
Administering Officer via fax or electronic means. A copy of a physical SALN
refers to its scanned copy.

The Administering Officer may use electronic signature or wet ink signature in
acknowledging the SALN.

In case of clectronic signature, the Administering Officer completes/signs the

acknowledgment by affixing his/her electronic/di gital signature in the copy of the
Original sent by the Declarant.

In case of wet ink signature, the Administering Officer ptints the copy'of the
Original sent by the Declarant, completes/signs the acknowledgement by affixing
his/her wet ink signature, and then scan the same.

Upon completion/signing, the Administering Officer transmits the SALN back to
the Declarant.

The Declarant then sends/delivers the Copy to the Human Resource
Department/Office (HRDO) of the concerned department, office or agency to
comprise filing of the SALN, subject to the guidelines on online filing or
transmission in paragraph 2 hereof,

The Administering Officer or the Declarant may record the video communication
at their own discretion. The Administering Officer is required to record and submit
a list of online sath taking he/she ademiristered together with a certification that the
names appearing on the list took their oath before him/her through electronic
meeting, The list shall be submitted to the HRDO within five (5) days from the last
day of filing of the SALN for recording purposes.

2. The online filing or transmission of a duly executed SALN shall be allowed, subject the
following guidelines::

a.

c.

The department, office or agency concerned shall put in place processes and
mechanisms to enable or allow online oath taking of the SALN and the electronic

filing of the SALN, and to ensure that the SALN electronically filed are verifiable
and authentic.

The Declarant, whether under alternative working arrangement or physically

reporting for wotk, may submit, through electronic means, a duly executed SALN
to the concerned departrrient, effice or agency. :

A “duly executed SALN" refers to a SALN that is personally signed under oath.

before an administering officer or notary public, or that executed through online
oath taking as recognized under paragraph 1 hereof.
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The Declarant, when filing the SALN through online transmission, shall ensure that
the SALN is in Portable Document Format (PDF).

An electronic SALN shall refer to a duly executed SALN filed by the Declarant to
the concerned department, office or agency via online transmission.

An electronic SALN for purposes of SALN compliance for the year 2020, shall be

considered the original, and a printout thereof shall be considered a duplicate
original.

3. The review and compliance procedure on the wl_g Qf the SALN shall be subject the
following guidelines; |

a.

All -public efﬁcxals and -employees are -given additional period -of s1xty (60) -days
from June 30, 2020, the last day of filing of the SALN, or until August 31, 2020,

to file their SALN with their respective departments, offices, or agencies, unless the
circurnstances rcqmre otherwise.

All heads of department, office or agency shall establish procedures for the review
of the SALN3 to determine whether said statements have been submitted on time,

are complete and are in proper form. It shall also include the constitution of the
review and comphance procedure.

The last day of submission of the SALN Forms by all departments, agencies and

offices to the appropriate repository agencies is extended from Aungust 31, 2020 to
Octolier 31, 2020.

4. The submission of SALNs by departments, offices and agencies to the proper repository
agency shall be subject the following guidelines:

a.

Upon collatxon of the SALNs, the concerned department, office or agency has the
option to submit/transmit the collated SALNs with the proper repository.cither
physically or ‘electronically, The concerned department, office or agency shall
exercise only one option in submitting the SALNs, not a combination of both, in
order to facilitate centralized recording and monitoring by repository agencies.

In the casc of physical submission, the same shall comply with the existing
guidelines on the filing and submission of the SALN. SAINs for physical
submission includes physical SALNs filed and printed copies of SALNs
electronically transmitted.

In the case of ielectronic submission, the department, office or agency concerned

is allowed to submit or transmit the electronic SALNs to the proper repository
agency either 'with the use of USB flash drive or disc storage together with the
required summary as provided under the rules. SALNs under this filing include -

SALNs electronically transmitted as recognized under paragraph 2 hereof, and
scanned copies of physical SALNS filed.
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d. In both instances, the department, office or agency is required to submit a list of
SALNS electronically filed and physically filed,

e. The proper repository agencies may establish their own rules in allowing the receipt
of electronic copies of the SALNs provided they comply with the uniformity rule,
that is, SALNs may be filed either through electronic files or physical files, but not
a combination iof both. ' ’

f. For the CSC, the submission of electronic SALNs may be made by transmitting the
USB flash drive or CD with the CSCFO or CSCRO having jurisdiction over them.
The CSCFO ot CSCRO will then transmit the same to the CSC CO.
5. Submission of electronic SALNS shall be deemed substantial compliance for the year 2020.
6. The foregoing parameters shall be subject to changes in case of any further issuances by
the appropriate authorities, department and/or task force pertaining to the national state of
public health emergency brought by the COVID-19.
7. Any inconsistent provision in the previous issuance shall be deemed amended.
8. Itis reiterated that the proper form to be-used by all public officials and-employees for the
annual filing and submission of the SALN for the year 2020 shall be the Revised SALN

Form (Revised as of January 2015) together with the Additional Sheets Form (Revised as
of January 2015). '

For your guidance,

ICIA dela ROSA-BALA

Chairpetson

22 June 2020




