
16 December 2020

UNIVERSITY ORDER

PRES.ORD. 2020.083
R^etwe: PRES.2020.(m)0.lcb

DESIGNATION OF MEMBERS OF THE STATEMENT OF ASSETS,

UABIUmES AND NET WORTH (SALN) REVIEW AND COMPLIANCE

COMMITTEE

Ms. Ibibilita C. Diaz

Mr. Ariel M. Tamayo
Mr. Pretnnino R. Pagtiio, Jr.
Ms. MaribeO) D. Cabreta

Ms. Uza D. Mara be

Ms. Mary Grace C. Forbes
Ms. Betty S. Ignacio

From : University Presidant

In compliance with Sectkxi 10 of Reptiblic Act No. 6713, also known as the Code of
Conduct and EOtical Standards for Public 0£5dals and Employees, dte University shall form a
committee who shall review statements to determine which are submitted cm time, are complete,
and are in proper form.

As such, the University created the Statement of Assets, Liabilities and Net Worth (SALN)
Review and Compliance Committee composed of the foilowing membats:

Chairperson: Rubilita C Diaz

Director, Office cf Administrative Services

Members:

Secretariat:

Ms. Liza D. Marabe

Chairperson, Administrative S«vices (BPSU Abucay)

Ms. Mary Grace C. Forbes
Chairperson, Administrative Services (BPSU Balanga)

Mr. Arid M. Tamayo
Chairperson, Administrative Services (BPSU Dinalupihan)

Mr. Pretimino R. Paguio, Jr.
Chairpersotv Administrative Services (BPSU Main)

Ms. Betty S. Ignacio

Chairperson, Admmistralive Services (BPSU Orani)

Ms. Maribeth D. Cabreta

SALN In-charge

As monbers of the SALN Review and CompIiaiKe Committee, you are to perform foe
following duties and responsibilities in addition to your other functions in the University:

1. Receive, review and evaluate submitted SLAN to determine whetho* foe said statements have
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been submitted on time, complete, and in proper form.
I.1. A SALN is deemed properly aarompUAed when all applicable information or d^ils

required therein are provided by the filw; and
II. Items not applicable to the filer drould be marked N/A (Not Applicable)
Pr^are a list of d\e foltowing employees, in alphabetical order, to be aibmitted to fte head of
agoicy, to Civil Service Commission; copy furnished the Office of the Ombudsman <m or
before May 15 of every year;
2.1. Those who filed foarSAUNs with complete data;
22. Those who filed their SALNs but wifo incomplete data; and
2.3. Thore who did rtot file their SALNs.

The designations shall remain in effect unless sooner revoked by the Univeraty President.

For jwHir information, guidance and compliance.

0
GREGORIO J. RODIS, FhJD.

University President
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BATAAN PENINSULA STATE UNIVERSITY

Subject:
GUIDELINES IN THE REVIEW AND COMPLIANCE PROCEDURE IN THE FILING AND
SUBMISSION OF STATEMENT OF ASSETS. LIABILITIES AND NET WORTH (SALN)
AND DISCLOSURE OF BUSINESS INTEREST AND FINANCIAL CONNECHONS

Written mc

RUBIU . DIAZ

Reviewed by^

EdMukidi

Vioe Rt^'

VNGOL, Bct.D.
,A5min

Appim-ed by;

GSSGOm^i. RODIS, Ph. B.
Oniveraty President

COVERAGE

Pursoant to Section 8. Statements and Disclosure of the Republic Act No. 6713 (Code of
Conduct and Ethical Standards for Public Officials and En^lqyees) winch, aims to pnanote a
li^ standard of ethics in pid>lic service, all pfiilic ofiBcials and e^loyees have an obli^on to
j^<y,yvmpli<;h and submit declarations under oadi of^ and the public has the li^t to know, dieir
assets, net worth and financial and business intecests including those of their qxjuses
and of unmarried children under ei^teen (18) years of age living in dieir hous^olds.

Exempted Srom filing die SALN are those vshio serve in an honorary cai»city, labors® and
casual/contractoal workers (e.g- Job Order staff and Contract of Service).

The primary use of the information on die SALN Form is to exhibit transparency and
accountability while in government service.

L GUTOEUNES

Filing and Submission of SALN

All officials and employees shall file under oath their SALN and Disclosure
of Business Interest and Financial Connections with the Human Resources htoagranen
Office of the university and to the Administrative OfBcers for the satellite campuses, to
wit

1. Within tibirty (30) days after assumption of office, statem^its of which must be
reckoned as of his/her first day of office;

2. On or before April 30 of every year thereafter, statements of ̂friudi must be
reckoned as of the end of die preceding year; and

3. Within thirty (30) days after sejffflration from the service, statraasrfs^ vrindi
must be reckoned as of bis/her last day of office.

The Administrative Officers of the respective satellite campuses must conduct a
compr^ensive review on the submitted SAli?T and forward die same to the Human
Resource Management Office of the university for consolidation, final review, ^c-
umentation and submission to the Office of the OmbudsmarL

Employees than be guided by the CSC issued guidelines in the filling out of the
SALN Form and assisted by the respective Administrative Officers of the campus.

H'SIIAS.CXIR-OOI (Raw^ 0: Decaniiaf. 2018)



BATAAN PENINSULA STATE UNIVERSITY

Subject:
GUIDELINES IN THE REVIEW AND COMPLIANCE PROCEDURE IN THE FILING AND

SUBMISSION OF STATEMENT OF ASSETS, UABJLIIIES AND NET WORTH (SALN)
AND DISCLOSURE OF BUSINESS INTEREST AI® FINANCIAL CONNECTIONS

Wriaenby: /

■ RUBILITA^ DIAZ
QIC- OVccicW

Reviewed by:

E.OK/1UMDO,
VicB BC'

iG&L, fed.O.
Aimin ord ff\or\os

Approved by. ^
GREGCHUOJ.RODIS,Pb.D,

Uaiven^ Presidest

n. PROCEDtm FOR FILING AND SUBMISSION OF SALN:

2.1. Issuance of University Memorandum every 4th week of January, requiring ail
{dantilla personnel (permanent and temporary) to declare and submit tteir Statmnent of
Assets, Liabilities and Net Wordi including ̂ sclosure of business interests and rinaneial
connections, and to declare their relatives in the govenunent service;

2.2. AH plantilla personnel (permanent and tanporaiy) shall comply with the Univarsity
Monorandum and sid^mit to the Office of the Administrative Services (Humw Resource
Management Office) [HRMO] every last week of February for evaluatirm and review,

2.3 Completely rilled out SALN form will be received and recorded by the HRMO
Document Controller and will be forwarded for evaluation by the SALN Review and
Cmnpliance Committee;

2.4 The Committee on SALN Review and Compliance will evaluate as te timeline of
submission, completeness, correct computation of SALN;

The HRMO Document Controller will record all the collected evaluated SALN Form

2.5 A Compliance Order will be issued to None Compliance personnel who did mrt
submit thfflir SALN within a nonrextendable three (3) woridng days iqxm receipt of
Compliance Order.

2.6 The consolidated SALN of employee with complete attachment will be submitted by
the HRMO to the following offices:

2.6.1 Office of the President

Malaca&tng Palace
San Miguel, Manila

2.6.2 Deputy Ombudsman for Luzon
Agham Road, Quezon City

2.6.3 Civil Service Commission^-^taan Field Office

2.6.4 BPSU—Operations, Planning and Development

2.6.5 BPSU—Records Office

ePSU-AS.COR-001 0: Decembef. 2018)



BATAAN PENINSULA STATE UNIVERSITY

Subject:

GUnDELTNES IN THE REVIEW AND COMPLIANCE PROCEDURE IN THE FBLING AND
SUBMISSION OF STATEMENT OF ASSETS, ULABILmES AND NET WORTH (SALN)
AND DISCLOSURE OF BUSINESS INTEREST AND FINANCIAL CONNECTIONS

Written I

RUEtUttc, DIAT-.
QIC - PVcctoGfetinin'igtfaiiv&SrvKS

Reviewed by:

EOAUkIDQ,
Via?

kjgol,

rt, Adtriin crd I'lnonce

Approve J

(SREGOm^. Roms, ̂  D.
Uoiveraily Presidstit

PROCEDURE OUTLINE FOR FMNG AND SUBMISSION OF SALN:

Responsible Activity

Issue University Memorandoni
on sutsnisson of SALNUniversity President University Memorandum

paling-out of SALN Form
All Plantilla Personnel

(Pennanent & Temporary) SALN Form

Submisaon of SALN toHRMOAll Plantilla P^sonnel
(Permanent & Temporary)

SALN Form

Human R^urce

Management Office
(HRMO)
(Document Contioller)

SALN Form, DTF-A

SALN Review and

Con^liance Committee
SALNFram

SAU*I Review and

Compliance Committee,
m?MO

(I>ocument Controller)

List of Filers and list of

vVfeo did iK)t submit SALN

University Pr«i<knt Ck>mpliance Order

Human Resource

Management Office
(HRMO)

Consolidated SALN and

Report of list of Filers

Receive and record the duly
fiUed-up and signed SALN

Evaluate and conso&dale

submitted SALN Fmm

Issue Compliance Order to
CTq)loyee/s -*^0 did not submit

SALN

Record evaluated, consofidated
SALN Form for s^nature ofthe

University President

Record evaluated, consdidated
SALN Form for rignature of the

Univer^ President

BPSU-AS.Cffl-OOl (Rewaon 0: Deoadber, 2D18)



Subject:

Wnttaaby:

BATAAN PENINSULA STATE UNIVERSITY

GUIDELINES EN THE REVIEW AND COMPLIANCE PROCEDURE IN THE FILING AND
SUBMISSION OF STATEMENT OF ASSETS, LIABILITIES AND NET WORTH (SALN)
AND DISCLOSURE OF BUSINESS INTEREST AND FINANCIAL CONNECTIONS

RuautA^- PIA2-
0\C~ DUecbr, AdrKiKtStrofive^Sbrvias

Reviewed

EDMUM,
Vice Res'i

.TUWeDL,«U.
k' imtn arr\

Approved by:

GREGORTO I. ROBIS, Ph. O.
Ihnvez9% President

DL P£BSONS AirmOSIZED TO REVIEW AND EVALUATE THE SUBMnTED SALN

In c<Hnpliance with RA No. 6713 Section 10. Review and Compliance Procedure, the Ba-
taan Peninsula &ats University (BPSU) has created die SALN Review and Compliance Com
mittee which composed as follows:

Chairman: Diiector, Administrative Services, Central OfiSce

Members:

CSuiiiperson, Administrative Services, Abucay Campus
Chairperson, Administrative Services, Balanga Campus
Chaiipcarson, Administrative Services, Dinahipihan Canqius
Chairperson, Administrative Services, Main Campus
Chairperson, Administrative Services, Oiani Campus

Secretariat: Administrative Servii»s Staff (SALN In-chaige)

IV. DUTIES OF THE REVIEW AND COMPLIANCE COMMITTEE

The Review and Compliance Committee shall observe the procedure and perfbim its
functions, as folloi^:

1. To receive, review and evaluate submitted SALN to determine whether the said
stat^ents have been submitted on time, complete and in proper form.

1.1 A SALN is de«ned propCTly accomplished when all ̂ ^licable information or
details required therein are provided by the filer, and

12. Items not api^cable to the filer should be marked N/A (Not Appb'cable)

2. To prepare a list of the following emidDyees, in alphabetical order to be submitted to
the head of agency copy, to CSvil Service Commission; copy furaished the Office of
the Ombudsman on or before May 15 of every yean

2.1 Those who filed their SALNs with complete

2.2 Those who filed their SALNs but with incomplete data; and

2.3 Those who did not file their SALNs.

BPStMSaOR-001 fftewsion 0: Dec«rt)er. 2018}
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Wnttnby;

BATAAN PENINSULA STATE UNTVERSITY

Sabjea:

GUIDBLBSIES IN THE REVIEW AND COMPLIANCE MIOCEDURE IN THE FILING AND
SUBMISSION OF STATEMENT OE ASSETS, LIABILITIES AND NET WORTH (SAIN)
AND DISCLOSURE OF BUSINESS INTEREST AND FINANCIAL CONNECTIONS

Ruaum^. DIAZ
Q\C' Diregtbr,

Reviewed byi

Vi'ce

■n'fl6DL,bdl.P-
mio and Hocin c&

Approved by:

GBEGOBlO^dl RODIS,Pb.D.
Univa^ Pieadenl

V. MINISTEKIAL DUTY OF THE VICE PRESIDENT FOR ADMINISTRATION AND
FINANCE / DIRECTOR FOR ADMINISTRATIVE SERVICES TO ISSUE
COMPUANCE OR^ER

Immediately upon receipt of tiie aforeoiQationed list and recomniendation, it sball be the
ministOTal duty of Vice Presidait for Administration and Finance / Diie^ for
Administrative Services to issue an order requiring those who have incomplete data in dKir SALN
':o conecl/siqjply the desired information and those wdio did not file/submit their SALNs to
comjAy wi&in a non-extendible paiod of three (3) days from receipt ofthe said

Assets and/cH" properties acquired, donated or transferred for a j^rticular but were not
die^laied <» their SALN for thi!*t year, as foe same came to Ms/ber knoi^ed^ ohly after he/she
:  iled, corrected and/or sifomitted his/her SALN, must be declared or reflected in tl^ rresd or
succeeding SALN.

VL SANCTION FOR FAILURE TO COMPLY/ISSUANCE OF A SOBOW CAUSE ORDER

Failure of an official or empl(^ee to correct/submit SALN in accordance wifo flie
}rocedure and within the grv® period pursuant to foe directive and in Part 5 haeof shall be a
jround for disc^linaiy action. The Vice President for Administration and Fmai»e / Dnwtor for
Administrative Services shall issue a show-cause order directing the ofBcial or emjAoyee
concerned to sifomithisdier comment or counter-affidavit; ar^ if the evidmR» so wanants,
jroceed with foe conducttof the administrative proceedings. The offense for foilure to file SALN
shall be:

1st Offraise - Suspension for one (1) monfo and one (1) day to six (6) months

2iMi Offense - Dismissal ftom foe service

Any Head of Agency who shall fail to comply wifo CSC MemorandimNo. 10 s. 2(K)6 in
relation to foe Review and Ccraipliance Procedure in the Filing and Submission of foe SALN Form
shall be liable for Simple Neglect of Duty, which shall be punishable by:

Ist Offense - Suspension for one (1) month and one (1) day to six (6) months

2nd Offense - Dismissal from foe service

8PSU^VS.CC«-01H {Raa^ 0: December. 2018)



1 BATAAN PENINSULA STATE UNIVERSITY j
ijEUIDELINES IN THE REVIEW AND COMPLIANCE PROCEDURE IN THE AND
SUBMISSION OF STATEMENT OF ASSETS, LIABILITIES AND NET WORTH (SALN)AND DISCLOSURE OF BUSINESS INTEREST AND FINANaAL CONNECTIONS

IWnttesliy:

feOBlU
1  OC- Dircdcî

C, PAZ
Sr, AdtninkSt ciK

Rgviewed^ibyr-::^,^ ̂

b5t'' 0.

ratriio onO flronce

Approved by; ^ j

CTEG0RIOxWomS,Pli-D. 1
Uuivetsity Ptesideiit {

vn. iRANSmi 1 Ai. UJP AU-. »UB«U.2. cjM^-^9 x v *xi«

AGENCIES ON OR BEFORE JUNE 30 EVERY YEAR

The Human Resource Management Office shall transmit all original copies ofthe SALNs
1 received to the concerned offices on or before June 30 of every year.

IvEOL REPEALING CLAUSE

All previous issuances inconsistent with diis Memorandum ate deemed repealed or mod-
lified aMordingJy.

IDL EFFECTIVITY

This Memorandum shall take effect immediately and shall remain in force unless revoked, ]
t cancelled or superseded a subsequent issuance.

VJ



BATAAN PENINSULA STATE UNIVERSITY
Subject:

REVIEW AND COMPLIANCE PROCEDURE IN THE FILING AND
SUBMISSION OF STATEMENT OF ASSETS, LIABILITIES AND NET WORTH fSALNI
AND DISCLOSURE OF BUSINESS INTEI^T AND pS^iTc^So^^

Writtail^

^ RUBUtA^'C. CMZ
0\C' Qredgr,

REFERENCES

Reviewed bv

EOMUM
\jKe Reel

C01.,fct'D.
A q^o^ Fmctnec

Appiovedby:

GSEGO]
Uohri

RODIS.ni,D.
Presufent

•  Memorandum Circular No. 10, series of2006 dated 17 April 2006 - "Review and
Ci^ha^ ̂ocedure in the Filing and Submission of Statement of Assets, Liabilities
and Net Worth and Disclosure of Business Interest and Financial Connectirais"

•  Mmnorandnm Ckcular No. 2, series of 2013 dated 24 January 2013 - "Revised
Statenent of Assets, Liabilities and Net Worth (S ALN) Form"

•  CSC Itoorandum Circular No. 3, series of 2013 dated 24 January 2013 -
^«itoent to the Review and Compliance Procedure in the Filing and Sutaoission
« the Stat^^ of Assets, Liabilities and Net Worth and Disclosure of Business

and Financial Conditions (CSC Mmorandum Circular No. 10 Amil 17
ZvKJD^ '

•  Memorandum Circular No. 3, series of 2015 dated 17 Fdiraaiy 2015 -Amento^ to CSC Memorandum Circular No. 2, s. 2013 (Revised Statement of
Assets, Liabilities and Net Worth [SALN] Form)"

■" "7 \ f
7';

BPSU-AS-COR-COI {Reriam 0: Deoaneer. 2018)


