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K D SWD OFFICE OF THE UNDERSECRETARY I 2
GENERAL ADMINISTRATION AND SUPPORT SERVICES GROUP e MAB,.

Department of Social Welfare and Development

MEMORANDUM

FOR :  ALL OFFICIALS AND EMPLOYEES =3
DSWD Central and Field Offices L2

ATTENTION : CHIEF/REGIONAL ACCOUNTANTS AND CHIEF, BUDGET
DIVISIONS/BUDGET OFFICERS

FROM :  THE UNDERSECRETARY FOR GASSG

SUBJECT :  FINANCIAL MANAGEMENT GUIDELINES NO. 5, SERIES OF 2020:
DEADLINE FOR THE FILING OF CLAIMS FOR TRAVEL EXPENSE
REIMBURSEMENTS

DATE : 23 JANUARY 2020

This pertains to the claims filed for reimbursements of travel expenses. Starting December 2,
2019, the Central Office FMS received an estimate of One Thousand Seven Hundred
(1,700) Disbursement Vouchers (DVs) with approved Obligation Requests (ORs) for the said
claims for reimbursements with earliest date of travel as far back as April 2019.

This resulted to unnecessary backlogs in the processing of said claims and the lapsing of
the NCA previously planned for travelling expense disbursements which ultimately resulted
to a lower disbursement rate which is being monitored for the Department’s eligibility for
the CY 2019 Performance Based Bonus.

Administrative Order (AO) No. 13, series of 2019 or the DSWD Implementing Rules and
Regulations on Executive Order No. 77 (Prescribing Rules and Regulations and Rates of
Expenses and Allowances for Official Local and Foreign Travels of Government Personnel),
specifically Section 23. Period to Claim Reimbursements for Travelling Expenses, to wit:

“‘Within two (2) calendar months after the return of an official or employee to the
Philippines, in the case of official travel abroad; or within one (1) calendar month
of his/her return to permanent official station in the case of official local travel,
such official or employee must file claims for reimbursements xxx.

Travel expenses not filed for claims within specified dates shall _not be
processed.”
On this, please be informed that relevant claims starting January 2020, the Finance and
Management Service/Divisions of the Central and Field Offices shall strictly implement the

aforecited provision of AO No. 13, series of 2019 and ORs submitted to Budget
Division/Sections beyond the above-quoted deadline shall not be approved.

For your guidance and strict compliance.

JOSE ERN O B. GAVIOLA
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