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Quezon City REC%EVEB

Aupgust 23, 2013

REVEMUE MEMORANDUM QRDER MO. '34' i'[]'ll_:fb

TO : All Bevenue Officials and Employvees Concerned

SUBJECT : Addendurn ta Revenus Memorandum Order [RMO) Mo, 45-2000 dated
september 18, 2000 re: Guidelines and Procedures Governing the Grant
of Study leave for BIR Perzonnel pursuant (o Civil Service Comimission
(C5C) Memorandum Circular (MC) Mo. 14, 5. 1959 as amended by C5C MC
Mo, 21, 5, 2004,

l. QBIECTIVES
This arder is isswad ta:

1. Prescribe the supplemental andfor amended policies, guidelines and procedures that
gowvern the gramt of study leave for BIR personnel pursuant to RO Mo, 45-2000 based on
C50 MO Mo, 148, 5. 1999 as amended by C5C MO No. 21, 5. 2004;

2. Effect an crderly processing and submizsion of application for study leave in the concerned
Bureau offices;

3. Address the problems of increazing cases of delayed processing and signing of study leave
COniracis.

. AMENDATORY PROVISIONS
A. Policies
I arder to achieve the above objectives, the following new palicies shall be observed;
1, The pertinent partion of C5C MC. Mo. 21, =, 2004 states;

“I. The study leove is o tme-off from work nol exceeding six (6] months with pay for
quailfied afficials ond emplayees to help them pregare for their bar or boord exominolions or
complete their moster’s degree. For complelion of moster’s degres, the study leave shall not
exceed four (4) manthe,

The leque shall be covered by o controct behween the ogency heod or outhorized
representotive and the emplopee concerned. No extension shall be ollowed If the officicls or
emplovees ovail of the maoximum period of (eave allowed therein. If they need more time (o
complete their studies, they may file o leave of obsence chorgeable aogainst their vacation
leawe credits.”

2. All apgplications For study leave, together with all the documentation requirements including

the study leave contract, shall be submitted to the Training Management Division {TMD) at
least fifteen {15]) working days before the scheduled date of study leave.
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3. Moncompliance with this RMO shall be sufficient ground far non-processing of the study
leave application,

4. All other provisions stated in AMO No. 45-2000 dated September 18, 2000 shall be
maintained and observed.

B, Guidelines

Guidelines || No. 7 of C5C MC Mo, 21, 5. 2004 provides:
“il. The beneficiary of such leove shail be selacted hosed on the following requirements:

Aix

7. The employee must hove o fermanent oppointment. However, as the purpese of granting o
study leave Is o develop o critical moss of competent and efficent empioyees which will redound
to the improvement of the sgency’s delivery of public services, emplovess with colerminous
gppointment may be ollowed to gvail of the study leove provided that they:

o. . Adeet the requirements under tems 0,1 1o (LG;
. Wouwid be obie to fulfill the required service obligation; ond
¢ Are not reloted to the heod of agency or to ony member of @ colleglal body or boord,
in cose of constitutionsl offices and similar ogencies, within the 4" degree of affinity
OF Conganguimily.”

Wote: The abovementioned requirements under iterns 1.1 to ILE are available in RMO Mo, 45-
20040 dated September 18, 2000 - Ill. Guidelines and Procedures = &_ Criteria Nes. 2 ta T, For the
applicant’s requirements, the eriterls stated in the said BAMO shall be maintainad.

C. Procedures

Related sections of C. Obligations of the Grantes - Part Il Guidelines and Procedures of AMO
Mo, 45-2000 are hereby amended to read as follows:

"IN GLIDELINES AND PROCEDURES

C.0bligations of the Grantee
Miex

52 Hender sendce obligotion to the BIR pursvont o C5C MC Nao. 21, 5 2004, to wit;

Period of Grant Service Obligation
LiLE () miall == sauliinithe,
Two (2} to three {3) months B One (1) year
More than three (3] manths to six {6) menihs Tuen (21 pears
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The beneficiarles of the study leave shall inform the TMD in writing thru their respective
heads of affices, of their foilure to toke the bor/boord examingtion or to complete their
moster’'s degree for which they were granted the study legve. They sholl olso refund to the
ggency ol the solories ond berefits recenved during the study Jeawve. Further, for couses
within their control, they sholl be worned thot o regeot of the some would bor them from
future ovaliment of the study leave and rafmingSscholorship grant whether forelpn or loogl,

Should the afficiel or emplovee fail to render In full the service obligotion referred fo in the
controct on account of veluntory resignation, enticnal retirement, expirotion of term of
agppainiment for coterminous employees, separgtion from the senvice through one’s own
Foult, or other couses within one’s contral, the official ar employee shall refund the gross
amount of salary, ollowences and other benefits recelved while on stuay Jeave proportionate
to the balonce of the service obligolion reguired based on the following formula:

i = SOR-505] X TCR
LaR
Where; R = Refund
TCR = Totol Campensation Roceivwed

(ross salary, ollowances gnd cther benefits
recerved while an study leave)

05 = Service Obligation Senved

soR = LZervice Obligntion Required”

In compliance to the study leave contract, the Accounting Divigicn, in conjunclion with the
Personnel Division, shall prepare the refund computation of the unsernved service abiligation
requirement for Mational Office grantees following the given formula in BRO Mo, 35-2000,
However, the refund computation of the unserved service obligation reguirement for
Regional Office grantees shall be prepared by their respective Fimance Divisions in
coordination with the Human Resource Management Linits [HREMUS]L

The beneficiaries of the study leave, thru thelr respective heads of offices, shall inform the
THAD of the positive results of the barfbeard examination takem or completion of thelr
master's degree for recognition and records purposes.

AEPEALIMG CLAUSE

Al Issuances or portion thereof inconsistent with this Order are heraby repealed or amended

accordingly.

IV,

Fi

EFFECTIVITY

This Order shall take effect immediately upon approval,

KIM 5. ﬁhﬁﬁ;;

Commissionér 4f Internal Revenuea
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