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SUBJECT : REITERATING AND ENFORCING THE GUIDELINES AND

PROCEDURES WITH RESPECT TO FOREIGN TRIPS OF
GOVERNMENT OFFICIALS AND PERSONNEL UNDER THE
EXECUTIVE DEPARTMENT, IN ACCORDANCE WITH THE
ISSUANCES ON FOREIGN TRAVELS BY THE OFFICE OF THE
PRESIDENT, THIS COMMISSION AND OTHER NATIONAL
GOVERNMENT AGENCIES

DATE $ o5 March 2018

The Office of the President has issued on January 3, 2008 a Memorandum with the subject:
“Directives Applying to Foreign Travels of All Government Officials and Personnel in
the Executive Department,” to ensure compliance against extravagant and lavish travels
abroad.

The Memorandum directs all concerned officials issuing travel authorities under existing
issuances to strictly observe the set measures on foreign travels. It also emphasizes that official
foreign travel of government officials and personnel shall only be allowed if it satisfies all of the
following minimum criteria: (1) the purpose of the trip is strictly within the mandate of the
requesting government official or personnel; (2) the trip's projected expenses are not
excessive; and (3) the trip is expected to bring substantial benefit to the country.

The Memorandum further articulates that the list of approved travels abroad shall be submitted
by the Government Agency at the end of every quarter and that travel report be submitted
within thirty days (30) upon return of the official or employee'to his/ her official station. Non-
compliance with the directives may result to administrative actions for misconduct,
insubordination and other related offenses against the travelling official/personnel, as well as
the official who endorsed or approved said travel authority, or failed to submit the required list.

Hence, the Office of the CHED Chairperson as head of the agency and the approving authority
for foreign travels of SUC Presidents, hereby reminds the requesting parties that their respective
Request for Authority to Travel Abroad (hereafter referred to as the "Request”) shall be
guided by the following issuances:

1. Executive Order No. 459, 8. 2005, Streamlining the Procedure in the Disposition of
Requests of Government Officials and Employees for Authority to Travel Abroad;
particularly Sec. 2, Par.4

2. Memorandum Circular No. 35, s. 2017, Clarifying and Reinforcing Existing Rules and
Regulations on Foreign Travel Authorities, Travel Entitlements, and Travel Tax
Exemptions, Which Require the Approval of the Office of the President

3 Commission on Audit Circular No. 2012-003, Updated Guidelines for the Prevention
and Disallowance of Irregular, Unnecessary, Extravagant or Unconscionable Expenditures

4. CHED Administrative Order (CAO) No. 3, . 2013, Guidelines on the Participation and
Attendance to Conferences, Meetings, Trainings and Missions held abroad by CHED
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