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MEMORANDUM CIRCULAR
NO. @1-. OZ

70 : All Regiosnal Executive Directors, _
Bureau Directors and Heads of Attached Agenciles

SUBJECT : REQUIREMAENTS IN THE ISSUANCE OF PROCLAMATIONS/
RESERVAT TONS
—

In order to expedite the processing of requests for
Presidential Proclamations pursuant to Presidential Memorandum
Circular No. 28 dated 19 January 1993, which provides for a
checklist on request for Presidential Issuances, the followina
documents/requirements must be complied with for the informaticn
and guidance of all concerned:

1. Request for reservation by the reservee;

2. Comments/Reconrnmendations of the following:

a.) Provinciel Health Officer duly concurred or
recommerided by the Regional Health Director and
Secretary of Health in case of settlement, school,
hospital and other reservation when it may affect
the health of the people;

b.) District Engineer of DPWH, duly concurred or
recommended by the Regional Director and Secretary
of DPWH;

c.) District/City Superintendent of the school in case
of school site reservation duly concurred or
reconmended by the Secretary of DECS;

d.) Provincial Commander or the Chief of Staff of the
Armed Forces of the Philippines in case of military
reservation duly concurred or recommended by the
Secretary of DND.

e.) Philippine Ports Authority in case the land abuts o v

the sea, lake or navigable river duly concurred or
recomwmended by the Secretary of DOTC.

Visayas Avenue, Diliman, Quezon City, Philippines 1100
Tel. Nos. (632) 929-6626 to 29 - (632) 929-6252 ‘




Survey of the land to be reserved duly approved by the
Regional Technical Director for Lands concerned and
Approved Plar;

Verified and certified correct Technical Descriptions;

Certified photographs (or visual documentation) showing
panoramic view of the area subject of the proposed
proclamation as well as adjacent areas/vicinities,
improvements introduced, landmarks, identifying features,
settlements, if any, etc.;

Land Classification or Municipal Index Map projecting the
area covered by the proposed proclamation and land uses
of the area and surrounding vicinities within two-
kilometer radius;

Report pursuant to M.C. No. 28 dated January 19, 1993
following the tenets of Completed Staff Work (CSW). Draft
memorandum should incorporate the justification, legal
basis, coordination with concerned agencies and their
comments and potential problem, if any. In the case of
watershed reservation, the setting up of Watershed
Management Councils is a requisite.

Narrative Report of Investigation with recommendation
officially endorsed to the Secretary by the Regional
Executive Director through the Undersecretary for Field
Operations.

For strict compliance.

e

—UM‘L—\ 3
antoNI& G.M. LA VIRA

Acting Secretary

cl/cbr
Attachments:
M.C. No. 28 series of 1993
Memo from HEA on CSW and format - releasedd losd Jovy 20, QA
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DEPARTMENT OF
ENVIRONMENT AND
NATURAL RESOURCES
MEMORANDUM
FOR . ALL UNDERSECRETARIES AND ASSISTANT SECRETARIES

~ALL BUREAU DIRECTORS
+~ALL REGIONAL EXECUTIVE DIRECTORS
 HEADS OF ATTACHED AGENCIES
- (NAMRIA, LLDA, NRDC)
SCO, PAO DIRECTORS
ALL SERVICE CHIEFS
ALL CENTRAL-BASED PROJECT LEADERS

FROM : The Office of the Secretary
SUBJECT : SUBMISSION OF CSW REPORTS TO THE SECRETARY
DATE P

To expedite the decision-making process and prevent unnecessary delays caused by
insufficient information and or supporting documents, we reiterate the need for your strict
adherence to the Doctrine of Completed Staff Work (CSW) standards of the President.

Also, please take note of our memorandum dated 17 June 1996 which contains the sample
formats for the following:

1. Memorandum for the Office of the President,
2. Proposed Proclamation; and
3. Draft Executive Order.

May we also request that matters to be taken up during consultations with the Secretary
should have undergone CSW and that the necessary CSW documents are ready for the

Secretary’s consideration.

For information and guidance.

attachment: CSW Doctrine
cc. The Secretary

caw.cn
M1i7inel

{0

Visayas Avenue, Diliman, Quezon City -
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6.1

6.2
6.3
6.4

6.5

a. Concerned - Departments/Agencies and - ‘concerned . private
groups/chents for techmcal matters and pohcy dlrectlons

MR O P: Legal Ofﬁce for legal matters ".' ; H‘-':-- Pt

S AL PreStdentlal Leglslauve Llalson Ofﬁce (PLLO) and the Legxslatwe
Office -for legislation and matters involving Congress.

d. Presidential Management Staff - for Cabinet matters.

Provide proper action documents to implement decisions of the President,
Proposed actions to implement the recommendation/decision must be provided
including the preparation of corresponding action papers to be issued by the
President.

Thus, aside from the main communicating instrument (Memorandum), the
following documents are necessary:

5.1  Action papers such as Presidential letters, directives or legal issuances to
operationalize the President’s decision.

5.2  Other relevant documents. These can include a copy of the President’s
directives which triggered the submission of the paper, legal issuances and
positions of proponents relative to the issue, and other pertinent
documents. (The agencies can consult with the O.P. Legal, Legislation
Office or the PMS for the appropriate formats.)

Commumcatlon style is simple and well-written. The instrument (e.g.
memorandum) must be easy to read and understand, as well as a minimum of
technical jargon.

Must be comprehensive, brief, concise and direct to the point, without sacrificing
vital information. For long papers, there must be an accompanying 1-2 page
Executive Summary.

Ideas must be chronologically/logically sequenced (easy to understand format).
Must use simple language and sentence structure.

Must be devoid to grammatical and typographical errors.

Must use and include correct communicating instruments (e.g. directive,
Executive Order, Proclamation, etc.)

Completed Staff Work does not end with the submission of recommendations to and action
of the President. Concerned entities must also:

7.1

7.2

Monitor and facilitate implementation of decision/directives.

Report to the President full, substantial compliance/implementation of decisions.



SUGGESTED GUIDE IN THE PREPARATION OF A
MEMORANDUM FOR THE PRESIDENT

The following is a suggested format which may guide the preparation of a memorandum

for the President.

1.

3.

5'

Reference

Cites the directive/issue/letter that needs to be addressed
Rationale/Instructions relative to issue

Background

Brief description of antecedent factors relevant to issue or chronological narration
of events which leads to present situation/developments

Identification of key layers and their positions

Statement of issue (definition and parameters of issue)

Status of actions taken or most recent developments

Comments

Analysis of information

Impact of issue

Based on background, informed comments are made
Consistency with Presidential framework priorities, policies, etc.
Options available

Recommendation
Based on comments made and/or options available, recommendation and/or

suggested course of action to be taken is made/proposed
Measures/steps to operationalize decision/recommended action

Attachments

Action memos, such as letters, directives or legal issuance for the
operationalization of the President’s decisions.
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o ‘ January 08, 1997
MEMORANDUM CILRCULAL :
NO, . ©2

TQ | : ALl Re a{ ExecaLive pitectolrs
S Buread Pikectons nl)d Hewadas of /\ti‘u(h(’d Agencies
| q :

SUBJDCT :

REQU i ¢ MANTE TN THE ISSUANCE OF PROCLAMATIONS/
RESHEC n'{ YONS .

L

i 9 order  to npeditte cha processing  of requests for
Preslﬁential Proclavat ons pursuant Lo Presidential Memorandum
C%rcq ar. No. 28 Galoi 19 January 1993, which provides for 'a
chec R};st on reguounl. {or Presidential Issuances, the following

“vd¢cuménts/requ1rcm<n<J must o complicd with for Lhc information
and g 1dance of all concerned:

Request |« ooy vation by the reserveao;
Comments/kecomendations of the Lollowing:

a.) Proviroio | fleasth ol ficer  duly  concurred . or
recomecrided by the Regional Mealth Director - and
Sceerctavy ol Health in case ol’hoLLLcmenL school,

hospital and othor Jv~n1vaLJon when it may affectg
the hcalth of the people A

RS LI
Al

b.) Dist - icl  lrgincer of  DPWIL, duly concurred: or
recomcn tod by the Regional Director. and Secretary
ol i

c.) Diswr "=t /City Superintendent of the Gchool 1n case,

o ef roncaol site resceryation  duly concurred o1
recovieadnd by the Secraetary of DECS; o :

. Armed Y¥oroces of the Philippines in case of mllltary,
... . rescuvation duly concurred or recommended[by
o Secratary of DND. : ’

ot
@.). Phili ;e Ports Authority in case Lhe land[
Lo wothe w0, lake or navigable rivér duly conc
reco . ¢u'"d by the Scuretary of DOTC. '

iy e~

Visayas A rvnux()mnunh(]uczoncnw,Phnnnnnes1100
Tel N L {532) Y29-6626 1o 29 - (632) 929-6252
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'd.) Provircisl Commander or the Chief of Staff of thefﬁ3c
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Survey of the land co be roscrved duly approved by the 7

Regional ‘Iechnical Director for Lands concerned and
Approvaed P'lan; :

/
Verificd and cortifrfiod corroet Technical Descriptions;

Certiriocd Photogeaphis (o vioaal documentation) shbwing‘

, ) panoramic vicw of  Lhe aroa subject of  the proposed
. ; proclamation as  well a5 adjacent areas/vicinities,
L ! improvementsintroduued,lnndmarks,identifyingfeatures,
- . settlements, ir any, etc.;
[ ! : i
. 6. Land Classification or Municipal ILndex Map projecting the
P area coverced by the proposed proclamation and land uses
AR S of the area and surrounding  vicinities within two-
coob kilometer radius;

S 7. Report pursuant to M.C. No. 28 dated January 19, 1993 :
\ TR O following hao tonet:s of Completed Stalf Work (CSW). Draft
A memorandum should incorporate the Justification, legal
T~ : ug basis, cocrdination with concerned agencies and their: ,
: " comments and potoential problem, if any. In the case of .-
{ watershud raservation,  the setting up of Watershed
s Management  Councils Lo oo regquisite. ' : S
e ‘ Narrative Reporlt of Investigation with recommendation’,
i ; officially cndorsed Lo the Secretary by the Regional
} : S Executive Director through the Undersecretary for Field .
T G Operations. o

for strict compliance.

f,‘. | _ > : "1~% fli .
O Yzl
o ANTONIO G.M. LA VINA . ' -
i ‘ Acting Secretaryy., '
S ‘ L] , L.

No. 28 series of 1993 CLo '
neQ f‘x"om HEA on C8W and formatl - Telaas ey \eied du\v\ 24, tfaa
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.ing.t‘wo' pages con-
speciﬁed in: Annex

A0 . ANDLOTIHER_PRESIDENTIAL TQ-“.

ANer “A"

CHEC 1<1 181 ON RDQULST,S FOR LOs

SUANCES OR APPROVALS

1. Justificalion

¥ e i
[An explanalion on the eumomxc, ad- 'i.'l...-' ,:éi
ministrative or other justifications for = i ¥

the requested issuance or "approval.l

2. Legal Busis ' ' ' ‘ s

[A statement citing the legal basxs for f_
the requested issuance or approval.]

= 7%‘;‘?-.’53\ ST

.

3. Agencics Involved

[A statement enumerating the Deparb-'
ments, agencies or offices that may be
involved in, or affected by, the imple—
mentation of the. requested issuance or
approval.]

|
Voo [ A

4. Coordination With Agencies

[A statement that the hecessary coor-?
dination or consultations were ma,de.
with the agencies mvolved or aﬂ’ected ],

. (rie “ "1

5. Potenticl Problems o, ot A
[A statement on the potentxal riskg
problems, or complications, if any,’ that.
may arise if the requegt for Premde

tial 1ssuancc oq approval 1s grantqd( or
(lcmed] Co, N

J'. ) ‘.:v,"‘.".,

MALACANANG
MANILA... e
oy ' " :” .

ADM[NIS’I‘ICATIVL Om)xm NG 30

DISMISSING ASSISTANT CITY' Pnog
CUTOR ROMULO T. TORRES 1W15m
FORFEITURE OF ALL BDNDT{‘I’J} -

TR
P

This 1efers to the aclmlmstratlve’
plaint, dated "April-'19,:1901, S‘i&hma‘t
Assistant City: Prosecutor Romulo T. 'I'o 12
"res of the Office of ,the Cxty' Prose utor’
Cebu for gmve mlgconduct A

Antecedént facts show that Naﬁvi dgd.C,
Ag]ipa executed an Aﬂidavit‘ dated Febru ary,

.,



y D[I’ARIN\I NI u; -A | W ‘
ENVIRONMI L A1 | | (RS

I NATURAL Rt e 1Ak

January 08 1997

MEMORANDUM CIRCULAN
NO °\’1 Q2

: ALl R@?wOnaJ Execalive Ditectolrs,

Bursad “pikecteops and licads of Attachod Agencies
: RLQUlP”W” TS IN PN ISSUANCE O PROCLAMATIONS/

RESERVA'T CONS

order . to ~xpadite  whe processing  of  requests o for
ntj.aJ. Proclarat ions  puarsuant Lo Presidern A Memorandum
ar i No. 28 daled 19 January 1993, which  covides for ‘a.
ist ‘on’ Tregun :.l ( or Prosidential Tssuancoews, the follow:Lng
ts/requ: remcnts wmusl bhae comnplicd with for the information
"’dance of ‘all concerned: g

Request (¢ momepvalbion by Uhe roeservee;
Commentas/teconmmendations of the following:

a.) Proviirci:zl  lleatth  olficer duly concurred . or
' recomwmardlod by the Regional BMealth Dlrector and
Secrabtary of Heallth in case of et mucl‘lL,. school,
hospital and other recervation when it may affect
the healtth off the peopleoe; Bl

YW - '

b) Dist-ict Engincer of DPWI, duly concurred: ‘or

v

RN reconnan Lod by the Regional Director. and Secretary
: of Iiil; .
At . . ! A ’,,}‘,
iC.)  Distoy inu/Ci l‘y Superi ntendent of the school in . case
e of nonaol sl l ¢ reseryation duly honcurred

recoue . dnd lJy the Encratary of DECS;

Proviraial Commander or the Chief cof Staff of thc
L CArmed Foraoes of the Phillppines in case of mllltary
‘resccvation cluJy concurred or recommendedl byr
.Scm cuary of DND . :

"Phl Livane Ports Authori ty in case the: land abg}g{s v
Jithe scr, lake or navxg'n)lo rivéer duly concurreg" '
recowacnded by Lho Sacretary off DOTC. :

e~

V| sayas Auenie, Ditiman, Quezon City, Philippines 1100
Tol Mos (5332) 029-G626 10 29 - (632) 929-6252



Survcy oL the land to be reserved duly approved by the 7‘
‘Regional ‘I'echnicil Director for Lands concerned and ;o
Approvad Plan; : ' S,

Verified and covtifind correcl Techoical Descriptions;

' Certificd photographe (o visual duwnmont\LJon) showing
Copanorawmic view of  the  aroea subject of the proposed’
proclamation as well as adjacent droau/Vlcinltleu,

. improvemcntsAhntroduced, Landmarks, Jd‘ntlfylnngeatures,
‘settlements, if any, 'ctc.;
‘Land Claussification or Municipal Lndex Map projecting the
area coverad by the proponad pnnclnmntxun and land uses

of the arca and surrounding viciniiies within two-
S kilometer radiuss;

. Report pursuanlty Lo M.C. No. 28 dated January. 19, . 1993

~following Lhe Lanets of Completed Stall work (CSW). DrafL
memorandum should incorporate the jUDLlflcatLOn, legal'
"basils, coordination with concerned agencies and thelr
comments and potential problem, i€ any. 1In the case'iof -
watershed roeservation, Lhe uottlnq up of Watershed

Management  Councils i o regquisite. ' o

;Narrativc Report of anevtigation with recommendatlon“
Eoff1c1ally ondorsed to the Secretary by the Reglonal

Executive Director through Lho Undersccretary for Fleld
OperaLluw

”(Sﬁé}ﬂauqébqg' o
ANTONIC G.M. LA VINA'

o Acting uecretarm

1,»-1 ) 'I.‘
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