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DEPARTMENT OF FINANCE
BUREAU OF CUSTOMS

MANILA

July 22, 1993
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"o . All Customs Officials & lkmployees
subject : Guidelines on Application for Travel Abroad

I accordance with lixecutive Order No. %9, dated
iugust 6, 1986, and lalacanang [lemorandum Circular No. 18,
dsted October 27, 1992 the following guidelines shall be
followed in applying for travel abroad for private purpose:

1. Request shall be submitted ten (10) days prior to
expected dabte of departure supported by the
following requirements:

a. Letter request for travel abroad.

b. Indorsement from Bervice Chief/District Collector.

c. Ulearance from lLegal bervice.

d. Application for leave.

e. AfTidavit of support from sponsoT who will shoul-
der such travel.

r. Last year income tax return and assets & liabili-
ties of sponsor.

g. Affidavit of official or employee 1if he/she will
shoulder expenses.

h. Last year iuncome tax return and assets & Liabili-
ties of official or employee if he/she will
shoulder expensesSe.

i. Affidavit stating that the travel will not exceed
ten (10) days. No request for extension shall be
entertained unless it ias extremely necessarye

j. Request shall be approved on a case to case basis
dependent on the justification submitted.

2. Failure on thé part of the official or employee to
report back to duty shall be considered AWOL.

For strict compliance.



