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04 June 2020

CUSTOMS MEMORANDUM ORDER
No. |3 - 2020

SUBJECT: Policies and Guidelines for the Availment of Scholarship
Programs of the Bureau of Customs Personnel

Introduction. This Customs Memorandum Order (CMO) hereby establishes the

policies and guidelines for the availment of the scholarship programs of the Bureau of
Customs (BOC) personnel pursuant to pertinent Civil Service rules and regulations.

Section 1. Scope. This Order applies to all permanent employees of the BOC in all
Groups, Offices, and Collection Districts, who wish to avail of local and foreign
scholarship grants approved by the BOC Commissioner and/or authorized
representative/s.

Section 2. Objectives. This Order is being issued to:

2.1. Promote educational advancement and foster career development of
deserving BOC personnel through scholarship opportunities;

2.2. Prescribe policies, guidelines, and procedures to facilitate selection and
screening of candidates for scholarship programs to ensure that
availment of scholarship opportunities is done on a competitive basis;
and

2.3. Set forth the obligations and responsibilities of the grantees, as well as
the entitlements and incentives BOC shall provide.
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Section 3. General Policies.

3.1. Scholarship programs include all government-, private-, non-
government organization-, and foreign-assisted scholarship grants for
formal and non-formal education (e.g., graduate and post-graduate
studies, diploma courses, fellowship programs).

3.2. All invitations to, and requests for availment of, scholarship programs
must be forwarded to the Internal Administration Group (IAG) through
the Interim Training and Development Division (ITDD).

3.3. Availment of scholarship programs must be approved by the
Commissioner of Customs and/or authorized representative/s from the
list of applicants submitted by the IAG.

3.4. Selection of nominees shall be done in the most objective and efficient
manner, subject to existing pertinent government rules and regulations.

3.5. The following requirements shall be imposed upon nominees for
scholarship programs:

3.5.1. Must hold a permanent position and have rendered at least two
(2) years of continuous service as permanent employees in the
Bureau;

3.5.2. Must not be more than 55 years old at the time of application
for scholarship program;

3.5.3. Have at least Very Satisfactory performance ratings for the last
two (2) consecutive rating periods preceding the period of
application for scholarship program;

3.5.4. Have no foreign or local scholarship grant in the past two (2)
years;

3.5.5. Have no pending service obligation from previous local or
foreign scholarship;

3.5.6. Have no pending criminal and/or administrative case; and

3.5.7. Have met other qualifications as may be required by the donor
and sponsoring entity.

3.6. The official travel for foreign scholarship program shall be subject to
- approval in accordance with the rules on foreign travel prescribed for
government officials and employees.
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Section 4. Procedures. Processing of application to any scholarship program shall
follow the following procedures:

4.1 All invitations for scholarship from other government agencies, private
and non-government organizations, and other scholarship sponsors,
including those coursed through individual employees and offices, must
be forwarded to and coordinated with the IAG through the ITDD.

4.2 Individual employees and offices may also recommend scholarship
program through an official memorandum addressed to the Deputy
Commissioner, IAG, through the ITDD.

4.3 The ITDD shall coordinate with the inviting/sponsoring organization
regarding details of the scholarship program, including process of
application, requirements, coverage of the sponsorship, and other
details.

4.4 The ITDD shall review invitations and/or recommendations for
scholarship programs and shall endorse programs for dissemination to
all employees to the Central Records and Management Division.

4.5 Employees applying for scholarship must submit the following
requirements to the IAG, through the ITDD, on or before the specified
deadline:

4.5.1 Duly signed Endorsement/Recommendation Letter with
justification from the Deputy Commissioner, for personnel
assigned under Groups, or from the District Collector, for
personnel assigned in Collection Districts;

4.5.2 Duly accomplished Personal Data Sheet with Work Experience
Sheet (Civil Service Commission Form No. 212);

4.5.3 Individual Performance and Commitment Review Form for the
last two (2) consecutive rating periods preceding the period of
application;

4.5.4 Certification from the ITDD stating that the personnel have no
(1) foreign or local scholarship grant in the past two (2) years;
and (2) pending service obligation from previous local or foreign
scholarship;

4.5.5 Legal Clearance and notarized affidavit of no pending criminal
and/or administrative case; and
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4.5.6 Duly accomplished Application Form and other documents
required by the inviting/sponsoring organization.

4.6 The ITDD shall evaluate all submitted applications and shall forward to
the Commissioner the list of applicants for nomination to the partner
government agency and/or inviting/sponsoring organization.

4.7 Upon approval of the Commissioner of the nominee/s for the scholarship
program, the ITDD shall inform the nominee/s and coordinate with him
or her/them regarding submission of the requirements to the
inviting/sponsoring organization.

4.8 Upon confirmation by the inviting/sponsoring organization, the ITDD
shall also inform the nominee/s of his or her/their acceptance to the
program.

Section 5. Obligations and Responsibilities of the Grantees.

5.1 Upon confirmation of his or her acceptance to the scholarship program,
the grantee shall execute a Scholarship Service Contract with the Bureau
of Customs, stating the terms and conditions of his or her scholarship
grant.

5.2 Immediately upon completion of his or her program, the grantee shall
return to the Philippines (if the scholarship is held abroad) and report to
the Bureau to render service on a full-time basis.

5.3 Depending on the length of the scholarship program, the grantee shall
be covered by a service obligation with the Bureau of Customs for a
period equivalent to twice the length of time he or she enjoyed the
scholarship program (e.g. six (6)-month scholarship program shall have a
one (1)-year service obligation, one (1)-year scholarship program shall have a
two (2)-year service obligation, etc.).

Any service rendered before the completion of the scholarship grant shall
not be counted/considered part of the service obligation.

5.4 Within sixty (60) days after completion of his or her study, the grantee
shall submit to the Secretary of Finance, through the Customs
Commissioner, the following:

5.4.1 Completion report on the scholarship enjoyed, including brief
description of the program, insights or knowledge gained and
practical application in the agency, problems encountered and
recommendations;
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5.4.2 Re-entry plan or proposal for the application of newly acquired
skills and expertise to the Bureau;

5.4.3 Copy of Transcript of Records of Grades; and
5.4.4 Term paper and/or thesis, if applicable.

5.5 Reportorial requirements of the sponsoring government, institution
and/or organization shall likewise be complied by the grantee in
accordance with the terms of the scholarship sponsorship.

5.6 If a grantee fails to: (1) comply with the terms and conditions of the
scholarship, (2) complete the program, and/or (3) render the required
service obligation with the Bureau due to his or her own fault, neglect,
resignation, or transfer, he or she shall refund to the Bureau the full
amount spent in connection with the scholarship grant, including his or
her salary, allowances, benefits, and other expenses.

Proportionate refund of the monetary value of the grantee’s service
obligation still to be served may only be allowed after serving at least
fifty percent (50%) of the total service obligation in the Bureau. The
grantee and the Bureau shall execute an agreement of refund and agree
on the mode of payment, which shall not exceed two (2) years.

5.7 Participant to any scholarship program shall form part of BOC pool of
trainers and may be required to serve as a resource person or module
developer in Learning and Development Programs relevant to his or her
expertise or subject matter studied.

Section 6. Entitlements and Incentives of the Grantees.

6.1. Employees awarded with scholarship grants shall be considered on
official business for the duration of the scholarship program.

6.2. He or she shall enjoy incentives as prescribed in applicable rules and
regulations and rates of expenses and allowances for official local and
foreign travels of government personnel.

Section 7. Repealing Cause. This Order repeals other orders and issuances that
are inconsistent herewith.
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Section 8. Separability Cause. If, for any reason, any part or provision of this
CMO is declared invalid, the other parts or provisions hereof which are not affected
thereby shall remain in full force and effect.

Section 9. Effectivity. This Order shall take effect immediately and shall last until
revoked.

REY LEONARDO B. GUERRERO
Commissioner .
f JUR 09 7207)
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SCHOLARSHIP SERVICE CONTRACT

~ The Government of the Philippines, through the Bureau of Customs, represented by
(Name of the Commissioner), with principal office at Bureau of Customs, Office of the
Commissioner Building, Gate 3, South Harbor, Port Area, Manila City, hereinafter
referred to as the GRANTOR;

(Name of Scholar), of legal age, Filipino, (civil status), presently residing at
(Home Address), hereinafter referred to as the GRANTEE; and

(Name of Guarantor), of legal age, Filipino, (civil status), presently residing at
(Home Address), hereinafter referred to as the GUARANTOR.

WITNESSETH:

Pursuant to the provisions of Executive Order No. 129, series of 1968, as amended,
and related issuances, and in consideration of the grant and acceptance by the GRANTEE of
a scholarship on official time, a course/program entitled (Name of Course/Program) to be
held in (School/University, City and Country) from (start date) to (end date) (the
“Scholarship Period”), funded by the (Name of Sponsor) under its (Scholarship
Program Name), the GRANTOR, GRANTEE, and GUARANTOR hereby agree to the following
terms and conditions:

1. The GRANTEE shall comply with the academic requirements and standards of the
scholarship or award;

2. The GRANTEE shall conduct him/herself in a manner as not to bring disgrace or dishonor

to (him/herself) and/or (his/her) country;

3. The GRANTEE shall submit to the Internal Administration Group (IAG), Bureau of Customs,

if applicable, at the end of each quarter, term, or semester, (his/her) official transcript of
grades, certificate of performance or its equivalent;

4. The GRANTEE shall complete the course/program within the Scholarship Period. If there
is sufficient reason for the extension of the GRANTEE's Scholarship Period, (he/she) shall
submit a formal request to the Commissioner of Customs through the IAG, with
justification and recommendation from (his/her) Program Adviser, at least six (6) months
prior to the expiration of (his/her) travel authority/validity of the passport. The GRANTEE
shall execute a supplementary scholarship service contract covering the extension period;

5. The GRANTEE shall return immediately to the Philippines (if scholarship is held abroad)
and report to (his/her) Office upon the completion or termination of (his/her) scholarship,
fellowship or training grant;
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6. The GRANTEE shall submit to the Bureau of Customs and to other concerned offices, if

applicable, a completion report on (his/her) scholarship within sixty (60) days after
(his/her) return to duty;

7. The GRANTEE shall serve the Bureau of Customs for the period of (length as provided
under applicable rules) year/s as exigencies of the service per Section 2 of Executive
Order No. 367, series of 1989, and other applicable rules;

8. The GRANTOR grants, and the GRANTEE accepts the following:

Sponsor
GRANTOR (Name of Sponsor)
(indicative amount)

a. Transportation
(Local and International)
Pre-departure expenses
b. Tuition fees and other fees
Administration cost
c. Allowances

Clothing
- Living/Stipends, including
housing (. per
month)

Establishments
Books, study materials,
efc.
d. Insurance/medical
expenses ( per month)
e. Salaries, other Benefits
Others
Visa and residence permit
Handling fee

h

TOTAL

*The above costs of the scholarship/training grant shall be subject to adjustments based
on actual costs, which the GRANTEE commits to furnish the BOC immediately upon receipt
of information on said data.

9. Should the GRANTEE fail to comply with the foregoing conditions through (his/her) own
fault or willful neglect, resignation, voluntary retirement and other causes within (his/her)
control, the GRANTEE shall refund in full to the Bureau of Customs such amount as may
have been defrayed by the GRANTOR for the GRANTEE's transportation, salary,

allowances, and other expenses incident to (his/her) scholarship as determined by the
BOC.

Proportionate refund shall be allowed, provided that the GRANTEE has served at least
50% of (his/her) total service obligation;
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10. The GUARANTOR shall be primarily and solidarily liable with the GRANTEE to pay the
amounts to be refunded to the GRANTOR as provided in Section 9 above.

IN WITNESS THEREOF, we have hereunder set our hands this day of ,
, at ’

(NAME OF COMMISSIONER) (NAME OF GRANTEE)
Commissioner of Customs Grantee

(GOP Representative)

(NAME OF GUARANTOR)
Guarantor
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ACKNOWLEDGEMENT M OoPY
REPUBLIC OF THE PHILIPPINES )
METRO MANILA 1 5.5,

BEFORE ME, this ___ day of ’ in the City of Manila, Philippines,
personally appeared the following individuals:

NAME GOVERNMENT ID NO. VALID UNTIL

REY LEONARDO B. GUERRERQO

Name of Grantee
Name of Guarantor

who were identified by me through competent evidences of identity to be the same
persons who executed the foregoing Scholarship Service Contract, and who acknowledged to

me that the same is their voluntary and free act and deed, and that of the organization/entity
they represent.

IN WITNESS WHEREOQF, I set my hand and affix my notarial seal on this ___ day of
, in the City of Manila, Philippines.

Daoc. No.
Page No.
Book No.
Series of
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1st Indorsement
June 10, 2020

Respectfully forwarded to the MS. GLADYS C. CABUGAWAN, Chief, Central
Management Records Division, the herein approved Customs Memorandum Order (CMO)
Policies and Guidelines for the Availment of Scholarship Programs of BOC personnel and

other documents for widest dissemination to all employees of this Bureau.

Thank you for your prompt attention to this request.

o . Ael,

Lapy Fa¥TME F4SE0 cruz
Acting Chief

Interim Training and Development Division
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