KAGAWARAN NG KAPALIGIRAN AT LIKAS NA YAMAN

DEPARTMENT OF ENVIRONMENT AND NATURAL RESOURCES w

NOTICE OF MEETING

~ FOR/TO DENR Staff Bureaus, Regional Office 1-13, NCR and CAR

Representatives:
Office of the Bureau Director/Regional Director
Office of the Assistant Director/Assistant Regional Director
PENRO/CENRO

DENR Central Office

The Division Chief and Concerned Staff:
Accounting Division (AD)
Budget Division (BD)
General Services Division (GSD)
e Telecommunications Unit
Legal Crisis Prevention and Management Division (LCPMD)

Management Division (MD)
_ Personnel Division (PD)
FROM The OIC Director
: Financial and Management Service
DATE/TIME : November 12,2024 (Tuesday) / 9:30 AM onwards
~ VENUE - Zoom Platform

Link: bit.ly/PaymentofCommunicationExpenses
Meeting ID: 984 2819 5202
Passcode: DENRFMS

AGENDA
1) . Consultation -regardjng the proposed guidelines on the payment of
communication expenses (copy attached); and
2) Other matters. . -
Your attendance is highly requested.

IMELDA R. DELA CRUZ -

MEMO NO. 2024 = 995
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; DEPARTMENT OF ENVIRONMENT AND NATURAL RESOURCES %

KAGAWARAN NG KAPALIGIRAN AT LIKAS NA YAMAN

BAGONG PILIPINAS

DENR MEMORANDUM CIRCULAR
NO. 2024-

SUBJECT : GUIDELINES ON THE PAYMENT OF COMMUNICATION
EXPENSES

Pursuant to Department of Budget and Management (DBM) Budget Circular No. 2024-2
dated August 2, 2024 entitled “Guidelines on the payment of. Communication Expenses of certain
Government Personnel” and other pertinent rules and regu.laﬂ%hs, these guidelines are hereby
 issued for the guidance of all concerned. T

SECTION 1. Basic Policy

It is the policy of the State to ensure the appropriate, eqmtable, and prudent use of
Rt L, o,
government funds. To support this policy, guidelines for the payment of com\r:lumcatlon expenses
for certain government personnel m/git be establlshiewd These gu}delmes will promote responsible
financial management while fac:lltatmg the effectw&perfonnance of official dutles

This Clrcgl&ar ’auns to prov1de clear\and zgon§1<.tent gulde’l,mes on the payment of
communication expenses mcurred{ iby authonzegyDENR ofﬁglals and employees in the
performance of their ¢ official duties and respon51b111t1es and to ensure transparency, accountability,
and fiscal responSIbllltyqﬁéme paxment of comrﬁ‘umcatlon expenses pursuant to DBM Circular
No. 2024=2 “fdated August 2""2 47 :

024505

<, y""'

This Cu'cular shall cover. the commumcatlon expenses incurred locally and/or foreign by
authorized ofﬁcwls’“and employees of the Central Office, Staff and Line Bureaus, Attached
Agencies, Regional Oﬁ'lces, PENROs and CENROs.

4.1 Communication expense refers to the costs incurred for the availment and use of mobile
telecommunication services in aid of the performance of official duties and
responsibilities, covering services generally available to the public, such as calls, text
messages, internet connectivity/data, and roaming services for voice calls, data, and text
messages for work-related matters, in the case of foreign travels.

4.2 Departments/Agencies refers to government entities under the Executive Branch, such
as departments, bureaus, offices, commissions, boards, and councils, including those
attached to or under their administrative supervision.

4.3 Designation in an Acting Capacity refers to the imposition of additional and/or higher
duties to be performed by a public official/employee which is temporary and can be
terminated anytime at the pleasure of the appointing officer/authority. This entails not



4.4

4.5

4.6

4.7

4.8

4.9

4.10

4.11

4.12

5.1

only the exercise of ministerial functions attached to the position but also the exercise of
discretion since the person designated is deemed to be the incumbent of the position.
Electronic Receipt refers to evidence of receipt of payment in the form of an electronic
document. For the same to be acceptable, the electronic receipt shall abide by pertinent
issuances of the Commission on Audit (COA).

Mobile Service Provider refers to a public telecommunication entity or a virtual network
operator, or any entity that provides mobile telecommunication service to subscribers.
Officer-in-Charge (OIC) refers to the designation wherein the officials or employees
enjoy limited powers, confined to functions of administration and ensuring that the office
continues its usual activities.

Official Receipt refers to paper-based evidence of receipt of payment for disbursements
where the payee/recipient is a business establishment required by the Bureau of Internal
Revenue (BIR) to issue official receipts for its collections. It may be in the form of cash
receipt tape generated by a cash register with the BIR seal

Invoice refers to the written account evidencing the; sale}of goods, properties, services,
and/or leasing of properties subject to Value AddedATaxqssued to customers or buyers in
the ordinary course of trade or business, wheth"ér cash sales or on account (credit) or
charge sales. It shall be the basis of the output taxrllabxhty of the seller and the input tax
claim of the buyer or purchaser. v

Postpaid Subscription refers to the moblle subscription wherem service is provided by
virtue of a prior arrangement with a”ﬁubhc telecommunication 1.entity, and the end-user
thereof is billed at the end of the monthly billing cycle accordmé‘ to the use of mobile
service. : N

Prepaid Mobile Plan refers.to the mobllc subscrlptlon wherein cred1t is purchased in
advance of service use, wh1ch Lmay be paid upﬁ'on},lr’{-store, online, or through an auto-
charge feature. The purchased credit is used to } pay’; for mobile phone services at the point
the services are accessed or cons}lm‘éd R S

Public Telecommumea&on Ent:ty\refers ‘10 -any | person; ﬁ{m, partnership or corporatlon,
government or-, pnvate .engaged m“the provxsnonsof telecommumcatlon services to the
public foncompensatwn ”3\ N\ L !
Roammg Service refers to: the mobile sabscriber’s 'ab:hty to automatlcally make and
receive vowé‘calls send and recelve data"mcludlng short messaging service or access
other serv;ces outsﬁie the range of 1ts home r?etwork while connected to another available

Ofﬁclals ‘of, the <;le:partmen£R with the following salary grades (SGs) shall be allowed a
maximum monthly commumcatlon expense, regardless of the actual amount incurred, in
aid of the performance of thelr official duties and responsibilities:

¥ Maximum Monthly
Salary Grade (SG) Communication Expense
SG-31 Secretary P 8,000.00
SG-30 Undersecretary and other officials of equivalent rank
SG-29 Assistant Secretary and other officials of equivalent "~ P5,000.00
rank
SG-28 Service Director, Bureau Director and Regional P 3,000.00

Executive Director and other officials of equivalent rank

SG-27 Head Executive Assistant, Assistant Bureau Director,
Assistant Regional Director for Management

Services/Technical Services, Regional Director, and other P 2,500.00
officials of equivalent rank

SG-26 PENRO and other officials of equivalent rank




5.2

5.3

6.2

SG-25 Division Chief-Legal and other officials of

equivalent rank P 2,000.00

SG-24 Division Chief and other officials of equivalent rank

In the case of officials or employees designated as Chief-of-Staff of the head of a
department/agency occupying a position not equivalent to any of the positions specified
in the table above, the maximum allowable monthly communication expenses for said
official/lemployee shall be the next lower rate following the maximum monthly
communication expenses authorized for the head of the department concerned.

In the exigency of the service, specified employees in the Central Office, Staff and Line
Bureaus, Regional Offices, PENROs, CENROs and Attached Agencies may be allowed
communication expenses for official purposes, except those occupying non-permanent
positions, and those that do not have employer-employee relationship. For this purpose,
specific authorization may be obtained through an dppropriate request to the head of the
offices, setting forth the reasons and justifications’to the effect that the duties and
responsibilities of the employee entail expens%mmunication services.

The allowable communication expense: ‘other authonzeggmployees shall in no case
exceed the amount of P 1,500.00 #gras determined by the%gad of Office based on
Section 5.2, subject to the avallablllty of funds, and in line th the prudent use of

government resources.

Communication expenses éehgl le for paymentqocrexmbursement shall intlude:

and mobile data. E N
b) Roaming.services for voice, textand data for jofficial foreign travels, subject to

the sut'i“rmssmi In: gof the trav%:guthg?ltyzand mner%:y
c) Intémet'services ‘used for moblle conne t1 ty in th‘gperfonnance of official

Approving Official
Central Office ¢ b Assistant Secretary for
e Office of the Sécret Head Executive Assistant | Administration

e Office of the UW

e Office of the Asecs

e Office of the Director
and Divisions under

Undersecretary
Assistant Secretary.
Service Director

Bureaus Assistant Director Bureau Director

Regional Offices Assistant Regional Director | Regional Executive
for Management Services Director

PENROs and CENROs CENRO/DC MS PENRO

Regional Offices-Line Division Chief Regional Director

Bureau

The approved Authorization for Communication Expense shall specify the period
covered of the Communication Expense which shall not exceed one (1) year from the




date of approval with the option for renewal upon expiration. In the event of transfer,
promotion, detail or reassignment to other duties, the employee’s authorization shall be
rendered invalid and the payment of communication expenses of the concerned
authorized employee shall be discontinued.

6.3  Attached in Annex A is the Authorization for Communication Expense Template.
6.4 A copy of the approved Authorization for Communication Expense shall be forwarded

to the General Services Division-Telecommunications Unit or equivalent offices for
monitoring and payment purposes.

SECTION 7. General Guidelines on the Reimbursement of Communication Expenses

7.1 Communication expenses incurred locally

7.1.1 A rationalized scheme on the reimbufSement of communication expenses of
authorized officials and employeesﬁhall’be%bed on the number of days of
. actual work performance on word ays ina month-as follows:

Total Number of Days of Actual Work '_—v'eommunicatiim Expense for‘tlie,Month
Performance in a Month

I
-

1to5 25% oﬂthemonthly communication ;?“&gglse
6toll %0% of the monthly communication expense

%l\%%:d the'i‘ru)g’r;atblyE E«cho»“mmumcatlon expense

I——.—_._—.—-—-.——_ =

L‘%?&% of the m’%’commumcatlon expense

7.2

In the ca%gﬁf oﬁibial foreign travs“; the official or employee concerned may
. . NG, - . . . .
claim for th%l;glmbm‘sement of additional communication expenses incurred in
P cxcess of thefallowableirate prescribed in item 5.1, based on the actual amount
commumcatl% expensgs-incurred, reckoning from the date of departure from
the‘Phlhppmes up‘to the date of return from the said foreign travel, subject to the
submission of ac monal supporting documentary requirements under item 8.3
of tlu%trcul :Provided, that the availment of such is done while carrying out
official v&utie and , responsibilities. Provided further, that , the actual
communication expenses incurred for the said foreign travel shall not exceed one
hundred percent (100%) of the prescribed rate of communication expenses in
" item 5.1 of this Circular, regardless of the duration and frequency of travel of the
official/employee concerned.

7.3  The payment of communication expenses in excess of the allowed maximum monthly
expense shall be shouldered by the official/employee concerned.
74  Officials’/Employees Designated in OIC/Acting Capacity
7.4.1 In the case of a personnel who is des:gnated as OIC or designated in an acting

capacity to a position allowed to incur communication expenses per item 5.1
hereof, the following guidelines shall be observed:



7.5

7.6

a) (RETURN TO FULL TEX)If the period of the initial month of designation
is fifteen (15) calendar days or less, the personnel shall be allowed to incur
the allowable maximum monthly communication expense for the position
on the previous designation.

b) If the period of the initial month of designation is sixteen (16) calendar
days or more, the personnel shall be allowed to incur the allowable
maximum monthly communication expense for the position that he/she is
designated to, subject to actual work performance as provided under sub-
item 6.1.1 hereof. However, it is understood that the personnel concerned
shall no longer be allowed to avail the communication expense allowed for
his/her previous or original position.

742 Those designated as OIC or.in an Acting Capaclty to positions in internally-
created organizational units whose stafﬁnggls, Inot authorized by the DBM, and
thus considered as ad hoc arrangements, shall not be entitled to the
reimbursement of communication exe

In the case of projects which®already cover the commumcatlon expenses of
officials/employees concerned, the<payment ofgéommunicationgexpenses shall be
guided by the following;a. : h

Officials/Employees Engaged mx%ﬁ;cts

7.5.1

7.5.2 !
oﬁiclals/employegs"%onceme\?y have theoggon to choose whether to avall
the reunbursementgo:f communw*gtlon expenses under the DENR’s available
%funds or*under thefunds lotted fhe project; and

7.6.2 Compensatory time-off in accordance with Civil Service Commission (CSC) —
DBM Joint Circular No. 2, s. 2004, as amended;

7.6.3 Forced or mandatory leave in accordance with CSC Memorandum Circular
(MC) No. 41, s. 1998;

7.64 Special Emergency Leave for employees affected by natural calamities or
disasters, provided it is covered by a specific directive/resolution from the Office
of the President, the CSC, or any competent authority;

7.6.5 Suspension of work as declared by competent authority;

7.6.6 Incurred undertime per CSC DC No. 17, s. 2010; and



7.6.7 Flexible work arrangements in accordance with CSC PIC No. 6, s. 2022.

7.7  For purposes of reimbursement of communication expenses, the following leaves,
notwithstanding that such are paid and are authorized time-off from work, shall not be
construed as actual work performance, regardless of the allowed number of days:

7.7.1 Vacation Leave with pay;
7.72  Sick Leave with pay;

7.7.3  Special Leave Privileges in accordance with CSC MC No. 41, s. 1998,
as amended;

7.74  Paternity Leave in accordance with CSC DC No. 5,s.2021;

7.7.5 The additional seven (7) days allocate afemale employee to the child's
father from her matemity leave in accodance with CSC MC No. 5, s. 2021;

7.7.6  Parental Leave to Solo Parentsnﬁ“accordance th CSCDC No. 8, s.

2004,
7.7.7 Leave for Victims of Vio S®and their Children in
accordance with CSC M&?’V %

38,15, 5. 2006;

7.7.8  Special Leave Benefits for Women undergRA’ No. 9710 ccordance with

CSC MC No. 25*‘1&2010-

7.7.9 Matemlty Leave in accordance with CSCDC No 5,s.2021;

7.7.10 Malty aﬁggﬂ{or femal‘_eﬁemployees who quahfy as solo parents and are thus
<entltled to an addmonal fifteen$(l:5) daysfof, ﬁatemﬁy Leave under RA No.
8972 or the Solo Paxents Welfare Act of 2000;

SECTION 8. Documen%ry l}&%!%rements and Administrative Procedures for Processing
Claims for Payment of G Commiunication Expenses

8.1  Requests for payments of communication expenses shall comply with the fundamental
principles of government financial transactions and the prescribed documentary
requirements.

1. Documentary requirements based on COA Circular No. 2012-001:
A. Statement of Account/Bill
B. Invoice/Official Receipt or Machine Validated Statement of Account
C. If applicable, Certification by Agency Head or his authorized
representatives that all National Direct Dial (NDD), National Operator
Assisted Calls and International Operator Assisted Calls are official calls

82  For purposes of availing the payment of communication expenses, officials and
employees shall register or enroll only one (1) mobile number, which will be considered



as the official/employee’s official number. Said mobile number must be submitted to
the Administrative Service-General Services Division-Telecommunication Unit or
equivalent offices for record and information purposes.

The mobile device/cellphone unit included under a postpaid subscription. if any, shall
be placed under the ownership of the official/employee concerned.

83  The processing of requests for the payment for communication expenses shall be
supported by the following documents:

a.) Self-certification that the communication expenses incurred were official
in nature and necessary to the performance of official duties and
responsibilities (self-certification attached as Annex B);

b.)  Duly approved/signed Daily TnmegRecord (DTR) by the Personnel
Division/Human Resources Sectlon/Umt and

c.)

d.)  For prepaid users, proot;t“hat th commumca‘?tion expense was used under
the mobile number reglstered/enrolled pursuant to Section 8.2

8.3.1 In addition to documents nder 8.3, the followmg documntary requirements

a) Approved travelzorder and Cg&te of Travel Completed in case of
claims for ac‘i&dlgwnal communication expenses incurred beyond the
maxlmum allowable amount during:official foreign travels.

x;i thls case, the Budget or A uniting Division/Section/Unit may require

B upportingiocumerti(3) rélated tO\mké‘corr‘:‘mumcatlon expenses incurred
& r ot Sshiae P

i for official foreign ‘%ravel such asiibut not limited to, monthly

‘bll!{statement of accountijofficial/tape/electronic receipt/invoice, and
rexmbursementeexpense recelpt

.n

—

commumcatlon expenses s incurred by the official/employee, in the case

of an ofﬁcnal/employee on detail/secondment to another government

agency:Said cettification shall be issued once by the parent agency and

shall form part of the documentary requirements to be submitted by the

conceme%&ﬁicml/employce to the recipient agency upon his/her
assumptio’ﬁ»to duty.

p. "xd—l 13

c) Cemﬁcatlon to be issued by the parent agency prior to the start of the
Yy,

project implementation, indicating that the communication expenses

incurred is to be charged under the DENR’s available funds or funds

allotted for the project, in case of official/employee engaged in projects.

84  The Budget, Accounting Divisions/Sections/Units and Cashier Sections/Units shall
process the claims for payment upon receipt of the complete documentary requirements.

8.5 The Personnel Division/Human Resources Section/Unit shall forward the
approved/signed Daily Time Record to all concerned officials/femployees authorized to
reimburse communication expense in performance of his/her official duties as part of
the supporting documents and basis in the computation of communication expense.



8.6

8.7

In consideration of lapsing of Notice of Cash Allocation (NCA), the claims for
reimbursement of communication expenses shall be processed and paid on a monthly
basis period not exceeding three (3) months.

The process flow chart for the payment of the communication expense is attached as
Annex C.

SECTION 9. Funding Source

9.1

mﬂ s,
SECTION 10. Respgigs'i,l_)ility‘and\Accoun

10.1

11.1

11.2

The amounts required for the payment of communication expenses of officials and
authorized employees shall be charged against the respective available “Telephone
Expenses — Mobile” under the Maintenance and Other Operating Expenses (MOOE).

In case of deficiency in the provision of “TelephoneeE‘?(penses — Mobile” in the DENR
budget, the concerned offices may modify objecs’ (ifs‘gxpenditures within the MOOE
items within an activity or project, subject to th”é_?i'ules on modification in allotment,
except those under Mandatory Expenditureéf‘gi_ted under the General Provisions of the
General Appropriations Act (GAA) whiél'?xmai)';only be.modified in the last quarter of
the year, after taking into considerationithe’agency's full yearrequirements, pursuant to
applicable provisions of the GAA‘ﬁ‘hfd’?‘Véhbject to the Pri&?‘i't‘%in the Use of Savings
provision. Provided, that this grantfshall have no option fé’ay case of MOOE
deficiency to be later covered through‘aligmentation? &

Ti
3

The modification shall b%e su:"'pported with &nsccomplished Modification Advice Form
duly signed by the approving:authority or his/hefesignated representative.

g7

Erring officials and employees shall beheld acco'e;for any reimbursement of
. e P a3 . F, . - e
communicationiexpenses notsin accordance with the provisions of this Circular,
e \% %

to therehind of any exces

Xcess or unauthorized payments.

3

In cases, therelis an onjg contract for institutional postpaid accounts with a specific
telecommunic"?nséf“‘r(f&iﬁaer, the termination of existing lines/accounts shall ensue
upon the end of thejcontract with the said provider, in accordance with the provisions
thereof. Officials/Employees on a postpaid plan subscription provided by the office
shall be allowed to claim reimbursement of communication expenses after the expiration
of the contract. The Telecommunications Unit shall facilitate the transfer of ownership
from the institutional postpaid accounts to the names of official/employee authorized to
reimburse the communication expenses.

Accordingly, the procurement of enterprise postpaid subscriptions shall no longer be
allowed once the existing contracts for the purpose are terminated.

All existing internal policies on the payment of communication expenses shall be
allowed to adopt the same until 31 December 2024. Beginning 1 January 2025, this
circular shall be implemented.



SECTION 12. Separability Clause

If any provision of this Circular shall be held invalid or unconstitutional, the other
portions or provisions hereof which are not affected shall continue in full force and effect.

SECTION 13. Repealing Clause.

All circulars and other similar issuances inconsistent herewith are hereby revoked or
superseded accordingly.

SECTION 14. Effectivity

This Circular shall take effect immediately.



