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TO

SU BJ ECT CIRCULARIZING MEMORANDUM DATED JULY 18,2017 OF

U NDERSECRETARY GIL S. BELTRAN, DEPARTMENT OF FINANCE

(DOF) RELATIVE TO THE REITERATION ON THE TEN (10)

WORKING DAYS LEAD TIME REQUIREMENT IN SUBMITTING

REQUESTS FOR TRAVEL AUTHORITY

: ALL REVENUE OFFICIALS, EMPLOYEES AND OTHERS CONCERNED

For the informotion ond guidonce of oll concerned, circulorized hereunder is the

full text of memorondum doted July 1 B,2Ol 7 relotive to the "Reiterotion on the Ten (10)

Working Doys Leod Time Requirement in Submitting Requests for Trovel Authority", os

follows:

''MEMORAN DUM

FOR

FROM

SU BJ ECT

DATE

ALL HEADS OF DOF OFFICES, BUREAUS AND ATTACHED

AGENCIES

GIL S. BELTRAN

Undersecretory

Reiterolion on the Ten (10) Working Doys Leod Time

Requirement in Submitting Requests for Trovel Authority

l8 July 2017

A morked increose in the number of coses of lote or inccmplete subr^nission of requests

for Trovel Authoriiy to DCF hcs been observed. Despiie prior issuonces enjoining,

omong others, ihe submission of trovel requests of leost ten (10) working doys prior to
the expected doie of deporture, o substontiol number of requests ore still submitted
borely o few doys befcre the dote of deporture or even on the doy of deporture iiself.

ln os much os this Deportment endecvors to focilitoie the timely processing of
irovel requests, we enjoin everyone to strictly observe the trovel guidelines provided
for in Deportmeni Order No. l0l'-2014 doted l0 December 2014, pcrticulorly Section
5 thereof which stctes thoi:

"All oppliconfs ore sfrongly enjoined fo observe (ot leosf)'l0 working
doys prior to deporture-deodline for submissfon of frovel applicotic,n
(wrth supporling documenfs). A lrovel opplicotion filed less fhon lA

working doys prior fo deporture will be strongly considered for
disopprovel."
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Accordingly, oll concerned ore requested to:

Submit to the DOF Centrol Records Monogement Division (CRMD) ot
leost ten (10) working doys before the dote of deporture, oll trovel
requests with complete documeniotion. The destinotion(s), durotion of
trovel, purpose(s), entitlements, sponsorship ond ihis jusiificotion for the
necessity of ihe trip should be sufficiently spelled out.

2. A written justificotion oddressed to the Secretory of Finonce sholl
occornpony trovel requests ihot foll short of the leod time requirement.

3. When requests for officiol trovel include entitlements thot need further
opprovol of the Cffice of the President, in which cose, trovel requests for
such sholl be submiited to DOF CRMD of leost foudeen (14) working doys
before deporture dote.

Foilure to comply with the obove-mentioned lecd tlme requirement sholl be
considered o strong ground for disopprovol.

Fcr strict complionce. Thonk you."

All concerned ore hereby enjoined
wide publicity os possible.

to be guided CIccordingly CInd give this Circulor
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