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S U I i J l i C I : G U l D l i L I N I i S  I N  T M l i  P K t P A K / V I  I O N  
0 1  A D M J N i y  I R A  1 IV I I  I S S U A N C I i . S

yV. P K in A T O K Y  S l A  I l iM liN  I :

Tlio D e | ) a i lm cn l  Socrclary,  uiitkM Soclion 7, C li ap le r  2, l3ook IV of 
i i x G C U l i v e  O r d e r  No.  292 (Revisi’tl Atlmiiiislralivt* Cotle of  Uie Phil ippines) ,  is 
ein|iovverc'il, anu)n}> olhe is ,  lo:

(a) Eslablisli  llie |)olicies a n d  s l a n d a i d s  for llie ope ra l ion  of llie D ep a r ln ien l  
p u r s u a n t  lo Ihe api>roved [iroj^,rains of  j>,ovei iunenl;

(b) Froniul}>ale rules a n d  JO}»,ulalions necessary  lo carry  o u l  Dc’pa r l inen l  
objectives,  policies, functions,  plans, ))rop,rains and  projects; and

(c) Proniu ij ’ate  adniinir . t ral ive is suances necessary for the efficient 
adm in is t r a t ion  of the D i 'pa r lm en t  a n d  for pro |)e r  execu tion of laws 
relat ive Iheielo.

To ra t iona li ze  Ihe | ) repara l ion  of  d if ferent  a i lm in is lr a l ive  issuances and  lo 
p ro v id e  un i fo rm  policies and  j i iocedures  for  effect ive coord ina l ion  and  
d is sem ina t ion  of  Ihe sante,  llte follovviu}; }>uidelines shall be observed .

li. r O L lC I I iS :

1. P u r s u a n t  to Section 7 (4), ChajHer  2, book  IV of li.O. No.  292, 
adm in is t ra t ive  issuances  [ irom ulga ted  for  efficient adm in is t ra t ion  and  
p ro p e r  execution  of  laws shall no t  prescr ibe penal t ie s  for their  violation, 
excep t  w h e n  exjiressly au tho r ized  by law.

2. A d m in i s t r a t iv e  is suances  shall  l>e in the form of circulars  or  orders ,  and  
s igned  by the Secretary,  subject  to the p rov is ions  of USVVD De()ar tment 
O r d e r  No.  5, series of  2002, as  a m e n d e d ,  on the sut)jecl, "Delegation o f  
Signing iuiil Oilier Vinmn ial tinil AiUiiinislnilivc Aniltorilies lo Cenlnil mid Field 
Ofjices."



2.1 (jiriiliini sliiill iL’ler lo i?Jsiiiiiicos ic?laliii}>, lo iiilornal adini i i is lni l ion,  for 
i)L)sci'ViiiK'o or  i'om|)liaiKc> by all uniLs of  llie De|)arl inenl .

2.2 Orders 5;hall rofor lo issuaiux’s p res t i  ibiii}» |)olicios, rules aiul 
rcj’ulalioiis,  ami piocoi iuros | ) rt )mulgalet l p u r s u a n l  lo law, appl icab le 
lo i iu l iv idua ls  aiul orj^ani/.alioiis vvilliin ami oulsi t le  Ilie De[)arlmenl.

3. l ively  c i rmla i '  o r  ort ler  is.stied piir.suaiil lo llie precediii}', seclioii shall 
p roper ly  be kleiililKxl as such  and  cl ironological ly luimbeie t l .  J'ai li class 
of issuance sliall bi’s’Jii wilh  n u m b e r  I for each c a l en d a r  year.

4. The  Rcco ids  Si’d i o n  u n d e r  Ihe Genera l  A dn i in i s l ra l ive  Division shall keep 
and  p reserve  records,  in chronological  order ,  of all adnun is l ra l ive  
issuances  of  Ihe IX 'parbnenl .  W h e n e v e r  an  adn i in is l ra l ive  issuance is in 
issue, the da le  and  l ime in Ihe official lecords  of Ihe Keconls Section shall 
be conlrolliii}'. Such  records shall be o |)en  lo Ihe public for inspeclion.

5. All a d m in i s h a l iv e  issuances of  a j’eneral  or  p e rm a n e n t  charac te r  shall be 
com pi led ,  indexoil am i  pub l i shed  p u r s u a n t  lo this C i icu la r  and  the 
provis ions  of E.G. No. 292.

C  CLASSII ir /V I IONS:

Ailm in is tr a l ive  is suances shall be classifieil accoiilin}’, lo their  a iea  of 
concern,  p u i p o s e  or  objective, the lea lu res  to l)e ilefineil as follows:

1. M ei i iu ra iu lu in  C j rc u la r  -  lays out  policies a n d  s t a n d a r d s  for the efficient
at lminis lra l ion  of  the Depar tm en t .

1.1. C(.)inprises only  of adm in is t ra t ive  matte rs  which  the Secretary or  
h i s / h e r  au th o r i z e d  rep resen ta t ive  des ires  lo b r ing  to the al len tion 
of  officials a n d  em ployees ,  for in form at ion  and  compl iance;

1.2. Issued by the Secre tary or  h i s / h e r  au th o r i z e d  rep resen tat ive 
relat ive to par t i cu la r  aspects  of D e p a i t m e n l  operal it )us in 
p u r s u a n c e  of  h i s / h e r  d u ty  as adm in is t ra t ive  head;



1.3. Gt ' iu ' ial ly,  ol Dep.u imoii l-wit le  appl ica l ion,  al lliougli  il m ay  cover 
at lmii i is l ial ivo  inalU’i s (excludin j’, discip l inary  at lions) lhal concern 
only a par t i cu la r  clu'  l.’i (OCI5G, C^ASSG or  VVC)  or  olfice;

1.4. Mer('iy inlernal  lo llx' I >SVVI); aiul
1.5. NiunhorcHl hy y e a i ' i  ics.

2. Adiu i i i i sU al iv i '  ( J id e i  - presci i ln 's  policies, r ules a n d  rej>ulalions in carryinj*, 
o u l  the De |nu ' ln \en l ' s  nuindalcs ,  anil des igned  lo su | )p len ien l  provis ions  of 
llie law ,or lo provi i le  m eans  ('>r carrying, Ihem out,  includinp, infornial ion 
relaliii}’ liierelo.

2.1. Covers  llie impleineiilinj ' ,  rules anti rt'}»,ulalit)ns (IKKs) ol 
D e p a r lm e n l  mandali - ;  anti lelaletl laws vvliicli llie DSVVD is lasketl 
lo im plem enl ;

2.2. o r  j’enoral  appl ical ion anti cove is  un i l s /o f f ices  and  int l ividuals  
will i in anti ou ls idc  lli' ' USVVl);

2.3. I'ei inanen l  in nalurt ';  >mu1
2.4. N u m h e re t l  In' y ea r  sei irs.

3; - }>,ivt's ins l iuc l inns  lo par l i cu la i’ officials and  e m ployees  on
specn ic  malleii,.

3.1. Diteclet l  lo parl iculai  oflicials t>r emplt)yet\s;
3.2. O f  limiletl api)l ical inn and  covt ' is  specific mailers ,  iuclutlin}', 

assi};nmenls,  tielail .intI Iransle r  of  pt ' isonnel ,  al lent lance  lo 
Iraininjj,, ant i  aiTllioiItt lo [ i .n i i l aiul

3.3. Numl)ere t l  by yt;ar sei le-;.

4. l iUer O l f k e  C u ia n u in ic n l iu i i s  ft>rmal exchange  of  c o m m u n ica l io n  he lween  
anti a m o n g  o f f ic ia ls /em |) loyees  nf ihe Depar lm enl .

4 . 1. Ct) inprises c o m m u n ic a l io n / l r a n s m i l l a l  wil l i in llie DSVVD;
4.2. Recortls  shal l be ke|)l b\ concernetl  o ff ices/[ le rsonnel ;  and
4.3. N o l  lu im be ied  by yea r  st'ries.

T h e  Recortls St'clion, in cot)i t l inalion wilh  Ihe Legal Service,  shall prt)vide
such  assislance as ma\ '  be necessar\  lo efft'cl gene ia l  a t lh e re iu e  lo llie foregoing



classificalioii ol is'iuaiKos, includii ij;  llio lo i i t l i n l  of sluclies lor  tlovelo|)iiig sul>- 
classificnlions anil j’ tiiili’lines lo inc'ot llio pw  uliar needs  of llie D(’|)arlnu'iil.

D .  I’K O C I i D U H l  S

1. A l l  u i i i l s  a l  l l io C t ' i i l r a l  a i a l  I'ic’k l  O l f i c o s  m a y  i d o n l i f y  p o l i c y  i s ru ies  a m i  
o | J o r a l i o M a l  o i  p r o j ' r a m m a l i f  f o i K c r n s  vvli icl i  n e o i l  lo  Ik > a t k l i e s s c ’il 

l l iR) i i j ’ li l i l t '  | ) i ( ) i iui l} ’, a l i o i i  o f  a n  a i l i n i n i s l r a l i v o  i s s u a n c e .

2. The  Execii l ive Conin i i l lee  ( liXHCOM), as llie liigliesl i)olicy-niakinj; l)ody 
of  Ihe Depar ln ien l ,  shall  sei ve as Ihe final v e n u e  for llie d iscuss ion  of  
proposei l  adn i in is l ra l ive  issuances,  parl icu la rly  M e m o r a n d u m  Circulars  
and  A d m i in s l r a l iv e  O rders ,  which  are pe ruu inen l  in characlei '  and  of 
DeiJar ln ien l-wide  and  j’enera l  appl ica l ion.  Before elevation Lo Ihe 
EXIiCOM, such  issuances  nu is l  have  | )assed lhrou}',h:

2.1 Cluslei '  Meelins>s (OCIJG, C / \S SG  or  I’PG) a n d  Fiekl Oifices,  for 
consulla l ion  a n d  coord ina l ion  purj joses;  and

2.2 M anaj’omeiil  C o m m i l l e e  (M A N C O M ),  w hich  is Ihe lechnical forum 
anil r e c o m m e n d a to ry  hody  lo IheEXJiCOM.

3. All adm in is t ra t ive  is.suancos shouk i  contain tlie following:

3.1 Issuance N um l te r  and  si'ries
3.2 ' I ' i t le/Suhjecl  Mailer
3.3 Rationa le  a n d / or Olijeclives
3.4 Legal Basis
3.5 C o v e r a g e /S c o p e
3.6 Defini t ion of  Terms (w h e n e v e r  a| )pl icahle)
3.7 Policy a n d / o r  O pera t iona l  Guielelines
3.8 h n p le m e n t i n g  Mechanism
3.9 Ke|)eal ing C lause
3.10 Trans i to ry  Provision (if ap|)lii able)
3.TI r' ffeclivity C lause



1' Ik '  p l a a '  aiul da le  of  issue i m l i s I  be slaletl i n  l l i e  Iasi pa ragrap l i  of 
all admii i is lral ive issuances.  The  i)arl icular  of l i ces /perso iine l  which 
shuuk i  be j’J v e n  copies  of  Ihe issuance  shall  l ikewise lie specified.

I'. i;iTiicnvnY

This o rd e r  shall lake effecl innnedia le ly

Issued in Que/ .on Cily,  Ihis 15"' day  of  y\|>ril 2U03.
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