REPUBLIC OF TIIE PHILIPFINE 5
DEFARTMITNT (F FINANCE
BUREAU OF CUSTOMS

MAMILA

June 3, 20402

CUSTOMS MEMORANDUM ORDER

NO. d7-

2ALT

TO:

SUBIECT:

| 8 Ohjectives:

I.

J

All Barean Officials aml Employecs

Rules, Regulations and_Procedures in the Reporting and
Momitoring of Personnel Attendance sod Applications for

Lenve of Absence

To properly monitor attendance and approval of applications for leave of
ahsence of personnel.

To sinetly implerment Civil Service rules and repulations on attendance and
leave of absences.

M. Rules on Daily Attendunce:;

L.

Ohservance -:n;f Bepular Office: [lowrs, — All officials and employvees of the
Purezu are required to ohserve regular office hours starting from 8 o”clock
in the moming wp to 5 o'clock in the afternoon on all regular working

i s,

it vlance dpring Flag Cercmonies. - All officials amd employees are
iedquired o attend the Flag Raising Ceremony on Mondays and on all other
necitions whers their participsition may be required.

Reporting Syatem —

i I

All personme] are required to log their time of wrival and
departure, thm the Finper Scan, Dundy Clock, Logbook or any
other system awailable in the Port/Odfice. THE HEAD OF
OFFICEDIVISION CONCERMNED (DEPUTY
COMMISSIONER, SERVICE DIRECTOR, DISTRICT
COLLECTOR, DEFUTY, COLLECTOR, PORT COLLECTOR,
DIVISION CINEF) SHALL BE HELD ACCOUNTABLE AND
RESPONSIBLE [N SEEING TO IT THAT ALL TIIEIR STAFF
STRICTLY COMPLY WITH THIS REQUIREMENT. Officials
who are Presidential sppointees need not punch/log  in the Finper
ScanBundy Clock/Record Book, but atiendance and all ahsences
of suth officers muost Le recorded. (Sec. 3, Rule XVIL Omnibues
Hules, C5C)
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3.2, At the end of each mouth, the fallowing reporting systesn nuwsi be
observed:

3.2.1. Thosc using tu.c Finger Scan at (-

The IMead of o Nee/division concemned shall return the duly
signed printed Finger - cun Daily Time Records of hisher staff to
the Human Resowrces danspement Division (JIEMDY  within the
first 5 workmg days of 12 [ollowing month.

322, Those wsing Buelv Clockf/Loghaook:

The Tlead of oife/division concerned shall submo the
duly accomplished and signed Daity Time Records of hisTher stafl
to HRMD {for OCOM; Administrative Division/Equivalent Tinat
(for Portw'Subports) within the fust 5 working days of the
following monih

4. Mog-submission of Monthly DTR - AN EMPLOYLES DTE 5 PROOT
OF SERVICE RENDERED, WITHOUT WisicH |, .ID THE
CORRESPONDING APPROVEDR APPLICATHGW o3 ¢ BEASL OF
ABRSENCE, SUCH EMPLOYLE 15 NOT EMNYi: T R
SALARIES. Hence, failure of the bead of otbceddlo o b0 0 0dl war
Monthly DTR. as required in 11.3.2.1 and 1L322 dor, . adeaa he
withholding of salaries for e curment month.  The Chicf o TEMEE wr
Administrative -DivisionWUnit, as.the cawe oy b oslall b feld
responsible for momitormg s submission or non-subduisgion of sech
Beport of Monthly DTR and informing the comcerned [isharsing
Oihcer's.

Submissiva of Persoune] Complemcal epori:

All Directors and Distriet Colbeclors  are regquired to submit a Quarterly
Repori of Personnel Complement of | divisions'offices under hiv'her jurisdiction
o the Human Resources Managem. sl Division (HRMDY), OCOM  using the
format, sitached as Apnex 1. This report 15 due every Junuary 15, April 15, July
15 anad Oiciober 13,

nles on Lezsve of Ahzence:
1. Types of Leave Privilepes:

a. Vacation Leave of Absen . This may be availed of by an employee
for the purpose of taking = reat or respite from work for onc full day or
miwre,  Thiz 15, however, conlingent upon the nceds of the service,
hence, it should be filed wt least fve (5) days in advasce of (he
effective date and its approval shall be at the discreiion of the lead of
office/division.

All eoployees are entitled to 15 days vacation - as ¢ a0 yoer with
full pay and if not aviiied within the year, the smeo =wll be
cumulative without limit.ian as to the number o) dgys of vication
Teaves Lhal an emploves mo . cccimikrne



2 R Ny L e

1ikewise, all employvess with ten (10) « ays or more acoumulated
vacation leave credits shall be required to go on a vacation leave
whether continuous or imtermittent for & minimum of five (3) working
days annually. If an employes did not avail of any vacation leave for
the year, five (5) days ='wll e antomatically deducted from hisher
accumutated leave credit. Howewver, in ceses where the scheduled
leave hes been cancelled Ly the Lead of oice/division i the exigency
of the service, the scheduled fouve pui enjoyed shall no longer be
deducted Gom the total accumulaied leave

Sick Leave of Absence - This may be availed of by an cmployee on
account of llness or disability on the part of the employes concerned
or of any member of his/ter imenediate fomly. Approval of sick leave
of absence is mandatory, provided proof of sichness or dilbility is
stiached to the application such as a medica! certificats, if the beave is
- excess of five (5) successive days.  Unreasnnabe dolay i its
approval by the approving authority without justitistl. s sl s
a ground for disciplinary action.

Application for sick leave of absence for one Rill s e v s =l
be made immediately upon (e employee’s return fran. alpcie hrave.
Notice of absence, howevers, should be sent to P bt of
affice/division.  Sick leave muy also be filed in advaies ba cases
where the employee will indergo medical examimation o o s il iok
or advised to rest m view of il health duly supparted by a metical
certificate,

All employess are entitled 1o 15 days sick leave a yeor wiliv il
pay and it not availed within the year shall be cumulative wiitiout
limitation as to the number of diays of sick leave that an emmploves may
accumnlate.

Malernity Leave of Absence — This may be availed of by married
women employees in every inslance of pregnancy irmespective of
fiequency. Those who have resplered an aggregate of two (2) ar more
years of service shall be emtiiled lo maternity beave of sixty (b0)
calendar days with full pay. MMatersity leave of those who  huve
rendered one vear or more bui kess than two years of service shall be
computed in proportion to their lenpib of servics, provided that thase
who have served less than une year slall be entitled to odl-day
maternity leave with hall pay. Mawemily kave is in addition 1o
vacation and sick leave of absence but is non-cumulative.

Maternity leave can not he deferred but shoukl be availed cither
hefore or after actal dete of delivery in & contimwus  ad
yninterrupted manner, not excocding 60 caledar duys

Paternily leave of Absence  This is may be availiar o by oeged?
male employee for the Grst four (4) deliveries of iz ol ioa, o o
with whom he is cohabiting, This shall be for a period of e 0
working days which can be capoyed cither In o coilpsms o oan
intermittent muammer on the dieys mmedintely before, daing or affur
the caildbirth or miscarriage of his legitimate spouse.  Patermily loave
is in addition o vacation sl sick leave bul is non-cwailative and s

strictly non-converlible to cazh.
L]
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¢ Special leave privileges - Thiz may be availed of by an einployes for
various reasons, such as the following:

l.  Personal milestones such as birlbdays/wediding 'wedding
anniversary celebrations and other sanilar milestones, includine

death anni ies;

Parenlal obligations such as attendance in sthnol programs, PTA

meetings, graduations, first communion, medical peeds, where 3

child of the employee is involved;

3. Filial obligations to cover 1he emploves's mueal bliga iy
towards his parents und siblings for tleir e ] eod coeal
needs; :

4. Domestic emergencies such as sudden urge-i P AN LR
home or sudden absence of a yaya or maid:

3. Persomal transactions to cover the entire TRNEE OF Tif, &0 2000 ua
employee does with the government and private ofices ©: -k a3
paying taxes, court appearinces, arranging housing loans, ce-

6.  Calamity, accidental hospitalization leave periain  fp [woe
majeure evends that affcct the life, Timb and property of the
efaployee or his immediale family. -

bt

Special leave privilege is for & puxdmum period of thres {3) days
in a given year which an employee can avail for one special leave
privilege or a combination of any of the Jeaves. Special leave
privilege is in addition to vecation and sick leave but is likewise non
cumiplative and strictly non-convertible 1o cash,

Rehabilitation leave for job-reiated injuries - This may be availed of
by an employee who incurred wounds or imjuries in the sciual
peiformemee of duty requiring bospitalization and long rest fully
supported by cvidence and medical certificates.  Rehabilitation leave
can not be deferred, hence, must be availed of mmediately afler the
occurrence of the sccident/injury.  This is also in addition to vacation
atd sick leave privilege bul for a maximum period of six {6) months
only with full pay. However, this is non-cumplative and Fkewise
striclly non-convertible to cash.

Study Leave — This may be availed of by employees for the purpose of
preparing for bar or board examimations or to complote  masiers]
degree courses subject to certiin conditivns. For 155 resses 1lis
privilege can be wvailed of only once by any one con e ned regg-hyree
This Study leave shall be in addition to vacatin. 21 sk e
privilege for & maximum period of six {6) month: with Gl 1o
However, (his is non-cumulalive and likewrse el wrme Coapu il
to cash,

2. Provessing of Applications for Leave of Ahsence:

a  All application for leave of abscoce shall be processed uging the

COMPLETELY accomplished Applicetion for Leave Form, Annex
2. The certification of availzble euve credits shall be made by the
respective  Admmistrative Division Chiefs, for ports / or Chief,
HEMD, for QOCOM, '
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b. Additional documents reguined: £~ 2 OL
b.l. Vaeation Leave of more thua 30 days
- Burean Clearzpee, form in Annex 3
Vacation Leave for travel abroad
- Lester request to travel abroad in affidavil form ﬂt:if_‘r’mg
place, date, reasoh and sponsor, if amy .

- Cenrtification of no pending cass issusd by the Legal Senvice

- Affidavit of support from sponsor, if applicable

- Latest Income Tax Retumn

- Latest Statement of Asscts and Lizbilities

- Statement of Traveling Txpenses, form i Anmex -

- Certificate of Urgency of Travel, fonn in Aneex 3

- Letter-Indorsement of il Director/Districl Collacor

b2, Sick Leave:, 4
R Mmiﬂrﬂ:ﬂmthfﬂ ‘x:a’sﬂnfi B P
. "“Hmi':au ::laatalm if in cxodsd B 30 dayg’ 2
PP P R el o R 1y | e ERCES [ - R
b3, Maternity Leave:
-  Marrape contract
- Medicnl Certificate iszued by attending physician
=  Burcau Cleorance
- Indorsement of the DircctonThstnict Collector

"
lI.

b.4. Paternity Leave:
= Mermape conlract
- Medical certificate isswed by attending physician

b.5. Rchahilitation Leave:
- Report of accident/injury issued by investigating officer
- Medical Certificate is.usd by attending physician staling the
need for long rest
- Bureau Clearance
- Indorzement of the Dircctor/Distoct Collector

b.6. Study Leave:
- Letter application to avail of this privilege in affidavit form
stating: reason for the keave, coverage period, not & recipient
of any cwrent foreign or local scholarship prant mmd
assurance o comply  with - the service obligation
agreement/contract
-  Bureau clesrance
- Service Fecord issucd by HEMID (monst he: permancnt and
has completed ot lenst two years of servics§
<L Cerilficate of no pending case issued by thie Lo < -
‘i Enmollment/Begistration Certificate issued by 5L 2 oGy
tvogm o Duly signed Sefvice Obligation Agrecneui vt
the following formula as basis for the service oblipati .-
Omne month — 3 months = Two years of service
3 months - & monthe = Thres years of senice

- Latest two (2) perfurmance rating report (must be Very
Satisfactory)

- Indorsement of the ThcctonThistrct Collector
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1. Approving Authority:

Rehabilitation Lesve , Study 1 mive and Vacation/Sick Leave withour
pay shall be approved by the Deputy Commissioner for Internal
Administration  Growp upon  recommendation  of  (he Service
Director/District Collector comemed and compliance with the above
documentary requirements,

Vacation Leave for the porposs of Travel - Abroad shall be approved by
the comcemed  Service  PlirectorTlistoict Collector  upon
recommendation  of the concemed Divisio/Office Chief and
complisnce with the sbove documentary requirements, The same
shell be indorsed to - the Deputy  Commissioncr,  Interpal
Administration Group who shafl forward fhe same to the Secretary,
Departruent of Finance for upproval in compliance with the DOF
Memorandum dated July 3, 2001 . ¢

Application for leave of absence of the District Collectors, Service
Directors and Deputy Commissioners  of whatever natnre s

whatever duration shall be approved by the Commisduner of Customs

upon recommendation of the Deputy Commisiior=r 'r iepor]
Administration Group and complisnce with the h. AT ] T YR
requirements,

All other application for leave of pbachce of employees of wl meve
nature amnd duration, cxcepl (hose mentioned in a, by 2nd ¢ ubove,
stufl be approved by the respective Serviee Director/District Collectur
upon recommendation of the concerned Division/Office Chiel and
compliance with the above docimentary requirements.

4. Oiher responsibililies:

a Il SHALL BE THE RESPONSIBILITY OF THE CONCERNED

EMPLOYEE TO SEE TO IT THAT HISTER APPLICATION FOR
LEAVE OF ABSENCE IS DULY ACTED UPON AND APPROVED
BY THE PROPER AUTHORITY/IES. Mherwise, hizher ahsence
shall be considered unauthorize ! with the inllowing consequehces:

- mon-entitfement to reccive salary comespanding to the period
of his unauthorized lcave of absence

- if such shsence i continuous for at feast thirty {30} days, he
shall be considered AWOL and shall pe separated from the
service or dropped fram the rolls withow Prior motice. Notice
of his separation shull, however, he made to his last known
address in histher 201 fle, not later than five (5) days from
its effectivity

- may be a ground for disciplinary scijon

It shall be the responsibility of fhe recommending s appcving
authorities to ensure that the viphoyees have enovpl 1 o o - d
cover their corresponding upplication for leave of Al mes i
payrment of their saluries showl] (e immedistely withheld

It shall be the responsibility i the Chief of office/divisior™. . g,
copies of duly processed .10 approved  spplication e leave i
alsence to the monthly submi-w -0 of DR reyuied in 1. s 2 gbwve,

T
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d. It shall be the responsibiliy of HREMD (for 77 GM) and
Administrative DivisionEquivalont Unit (for Pogts and @ ¢ e b B T
record all absences of employess in the Employes Lo Jsd, @
keep it updated, and to ensure its integrity. The oi-gu. . a7 s
Leave Card shall be officially indorsed from one PoolrOfce w
anoiher in cases of reassignments and to HRMD in case of retivesnest!
separation from the service, The receiving office shall not wocepl &0
Employee Leave Card not properly mdorsed.

{ber Rules on Attendance autf Lenve of Ahscoce:

|-

Officers and employees who have incurred tardiness and  umelertime
regardiess of the pumber of minutes per vy, ten (10) times a month-tor at
least Two (2) consecutive months during the year or for at least two (el
months in a semester shall be a groumd for disciplinary action.

Officers and employses who have accumulated fifteen(15) days of vacation
leave crediis shall be allowed to monetize a minimum of ten (10 ) deys to
maximum of fifty percent (50%) of all accurnulated leave credits for valid
and justifiable reasons subject 1o the spproval  of the Commissioner of
Customs and to the aveilability of fimds.

Vacation andfor Sick Leave withow pay shall be allowed only for a
maximam period not exceeding one (1) year. Ofherwise, the employes shall
he advised to file for retirement’separition, Or if he fails o report after the
expiration of one year mor fails 10 file for relirement/separation,  the
employee shall be considered automatically separated from the service.

F

In case an employee fails to render i full the service abligation referred o in
the study leave grant on accouni of resignetion, optional relaemend,
separation frorm the service through bis/her own fiult, or vifier ¢ cas withm
his‘her control , he shall refund the gross salary, allewaws: w1 otoe
beniefits received while on study leave.

Penzalty Provision

Any form of violation or non-comyliance to the provision/s of thus Oraes

shall be a ground for disciplinary acton for vioktion of reasonable office rules

and regulations specifically pursnant to Chapter 7, Section 46.b.8 and 12 of Book. -

V of Executive Order No, 202 and its implomenting rules and repulations,

Repealing and Effectivity Clause

This order is an amendment to ChO 11- 89 dated January 16, 1989 and

supersedes all other memoranda and issuances which mary be inconsistent with the
provisions herewith.  This shall take elfect inunediately and shall last until
revoked andfor amended accordingly.

ANTONI) M. BERNARIN)

Commissioner
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3. Approving Authority:

a. Rehabilitation Leave | Study Leave and Vacation/Sick Leave without

pay shall be approved by the Deputy Commissioner for Internal
Administration Group upon  recommendation of the Service
Director/District Collector concerned and compliance with the above
documentary requirements,

Vacation Leave for the purpose of Travel Abroad shall be approved by
the concerned Service  Dieclor/District  Collector  upon
recommendation  of the concemed DivisionOfhce Chief and
compliance with the above documentary requirements. The same
shall be indorsed 1o the Deputy Comnissioner, Internal
Administration Group who shall ferward the same Lo the Secretary,
Department of Finance for approval in cowpli.cve with e DOF
Memorandum dated Jely 3, 2001,

Application for leave of absence of the Distied Cofloae:, Service
Directors and Deputy Commissioners of woslzver natore  ard
whatever duration shall be approved by the Commsissioncr of Customs
upon recommendation of the Depuly Commissivner for Internal
Administration Group aml complance with the above documentary
roquirements.

All other application for leave of absence of employees of whatever
nature and duration, except those mentioned in 1, b, and ¢ above,
shall be approved by the respective Service Director/Distnict Collector
upon recommendation i the concemed Division/OfMice Chiel and
compliance with the above documentary requiremants.

4, Other responsibilities:

.

I'T SHALL BE THE BEESPONSIBILITY OF THE CONCERNED
EMPLOYEE TO SEE 10O 1T THAT [IS/HER APPLICATION FOR
LEAVE OF ABSEMNCT 15 DUJLY ACTEDRD TTPON AND APPROVED
BY THE PROPER AUTHORITY/ES., Otherwise, his'her abscnce
shall be considerad unauthorized with the following consequences:

- non-entitlement to receive salary cormesponding to thye period
of his unauthorized leave of absence

- il such absence « comtimuous for st least thirty (30) days, he
shall be considercd AWOL and shall by separated from the
service or droppd from the rolls withnen prior codkee, Motiou
of his separation shall, however, be e to lis last known
address in highor 201 file, not later thawn iive (5) aays from
its effectivity '

- may be a grouns! lor disciplinary action

It shall be the responsibilily of the recommending and approving
authoritics to ensure than the enmployees have enfugh leave credits to
cover their comespondm; . application for leave of absence, otherwise,
payment of their salares shoukl Be immediately wilhheld.
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" BUREAU OF CUSTOMS
MANILA

REPORT ON PERSONMNEL COMPLEMENT
As of March 31, 20012 i

- SERVICE/DISTRICT _ o s Sl e
! DIVISION/OFFICE
Mame of Employee | Plantilla Position | Plantilla Division " Actual Designations |
- & Tort/Service {if by local CPO,
attached copy
|
e 2 .
IR ! !
h i
. 1)
J_
Certified Correct:
“Director/District ¢ licetor
Date I
f



Annex 2

_ . nnex 2
S APPLICATION FOR LEAVE ¢~ 27-6%

1. OFFICEAGENCY z#n.mr 7 (Last) R T 1~
TORTECFFILNG Tositen R S S gt

" DETAILS OF ANPLIGATION

8. (8) TYPE OF LEAVE

D Waation

E:! To sesk employrienl
| | Cihers (Spacify)

8 (b WHERE LEAVEE WILL BE S3ENT.
(1) I CABE OF VACATHON LTIWE

[ ] vwmnin the Prippines

[ ] £nrosd (asecit)

1_ Sick

i__ Katemnity

[ others isaecin

{21 Il CASE OF SICK LEAVE
i | In Hespila: {Sonciy)

[ ] can patien repacityy

8. (c) NUMBER OF WORKING DAYS APPLIED FOR SOM.AITAT CX

INCLUSIVE DATE:

I_J Requesied G Mut Regqueshed

=

(SinnatLre)

DETAILS OF ACTION 0N APPLICATION

p e i - i

T. (a) CERTIFICATION OF LEAVE CREDITS

e S ) e,

7. (o) RECORMMETE W TION

as of ) | I Approval
Vacution Sick ; Tiotad ] D Disappravel s, |- W i oo R
Days Diys ~Days
{Pesonnal Officer) o {Pathor zed Oftksall
J.ic) APPRUVED FOR: i T T o) iSAPPRCVED DUE O
_ Days with pay
[ays withaut pay
____ rrhers speciiy)
Rignateis) = —
{Rahoizess £ 3ihc 3
DATE:
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BEPURBLIC OF THIE [”I‘i]I.E'I"l'N'ES

DEFARTMENT i FINANCE

BUREAU OF CUSTOMS
MANILA

ANNEX 3
CERTIFICATION (¥ CLEARANCE

To Whom it may concern:

Pursuant to the provisions of Governnent Auditing Rules and Regulations,
i 5 hereby certified - that clearance as herein indicated has  been

granted to : R o

for the purposs ol LT S e
&5 of 1his date

As o work liability in the office of Ag to money sccouniabiiiiy:
assignment:

District Collector/Director Concerned Disbursing Officer concened

As to other financisl acconntability:

Chief, Accounting Division Chiel, Revenue Accounting Division
As to unlguidsied cash advance: As tl-iihlﬁty with TTRMD:
Chief, Budget Division Chief, Human Resources Mgt Div,

A3 o property accountubility:

Property Olficer of the port Chief, General Services Division

As 1o pending adminizivative/criminal case:

Director, Legal Service Director, Customs Intclligence &
' Investigation Service

Director, Enforcement & Security Service
Burcuu Clearance granted as per ahove recommendations
For the Commissioner:

Dﬂpul}'_{f_-::;jnnﬁss"-:m:r
Internal Adminirafion Group

/i



REPUBLIC l.'J'F THE PHILIPPINES
DEPARTMER T OF FINANCE

BUREAT OF CUSTOMS
MANILA

: ANNEY 4

STATEMENT OF TRAVELLING EXPENSES

MAME

POSITION:

PLACE OF ASSIGNMENT:
DESTINATION:

DURATION:

PLIRPOSE:

EXPENSES TO BE PROVIDED BY:

APPROXIMATE TOTAL EXPENSES:

PREVIOUS FOREIGN TRAVELS ( within the last 24 months)
Place lJumlmn _ A Persoaal or o C Mcinl
- e ¥ a T !
Certified Correct:

Director/District Callector




End -~ L
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REPURLIC OF THE PHILIPPINES
DEPARTMENT OF FINANCE
RUREAU OF CUSTOMS
MANILA

ANNEX 5

CA N OF URGENCY OF TRAVE

T WHOM IT MAY CONCERN:
This is to certify that (Full Mame ), {Position), {Port/Service, it i
; Customs has made rqmﬂunntinns 1o travel to (Place of Destinalion® " i [¥ .0
s coversd) Lo (purpose).
This certification is issued in support of the Request for Authority to Travel

Abroad 1o be submitted to the Department SE e,

Tssued this day of 1002,

DirectorDistrict Collector




