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SUBJECT. SALN REVTEWAND COMPLIANCE COMMITTEE INTERNAL GUIDELINES

ALL ASSCAT FACULfi AND STAFF

DATE Z4January 7023

TO

1. OBJECTIVES

To provide guidelines in the filing, review and submission of the Statement of Assets,

Liabilities and Net'Worth (SALN) of ASSCAT faculty and staff pursuant to the existing laws

and issuances of the CMI Service Commission (CSC).

2. FI.]NCTIONS OF REVTEW AND COMPLIANCE COMMI]TEE (RCC)

2.1 The RCC creatc'cl shall perform the following firnctions:

2.t.3

Review the SALN and determine whether these were properly accomplished;

Submit a list of employees, in alphabetical order, who, ( 1) filed their SALNs with
complete data; (2) filed their SALNs but with incomplete data; and (3) did not file
their SALNs to the College President copy fi:rnished the CSC;
Transmit all original copies of the SALNs received to the concerned offices (CSC

Field Office, Office of the Deputy Ombudsman for Mindanao, and Personal file;
and
Refer all issues in the submission and filing of SALN for resolution to en.sure

standard and consistent interpretation of the SALN rules.
2.r.4

3. FILING OF SALN
The duly accomplished SALN shall be submitted at the earliest possible time, but in
no case shall be beyond April 15 of every year to the RCC through the Human
Resource Management Office in three (3) copies, all originally signed by the declarant,
duly signecl by the official administering the oath. Said deadline shall be imposed
regardless of whether the declarant is on leave of absence, maternity, scholarship, etc

or on absence without official leave during the compliance period.

4. ADMINISTRATION OF OATTI
The College President or any authorized administering official shall administer the oath fbr

the SALNs of the faculty and staff.

2.t.1
2.t.7
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5. REVIEW PROCESS

5.1 Upon rcccipt of thc accomplished SALN firrms the RCC shall evaluate the same within
fivc (5) days t.r dcrr:rmine conlpliance with the following:

5.1.1

5.1.2

5.1.3

5.1.4

5.1 .5

The dcclrrrant is strictly required to fill in all applicable information in the SALN

Form. ()therwise, such items should lrc marked with "N/A" or "not applicable"

A dcclarirnt w,ho has no business interests anflor relatives in the government

shotrld tick otf the box indicating such information and not write "N,/lf in the

availatrle lrlirnks.

In casc thc signaturc of thc sporrse cannot he secure, an explanation for the

pttrp()sc slrr',uld lre nttachetl to thr'SAI-N.
Acltlirion,rl sht:cts nray bc ttsctl as r)eccssilry providcd that eirch ;tagc shall contain
tlrc 1'rrintccl name arrd signirturc of rhc clcclarant, with the propcr pagination, e.g.

pagc I of --- pages.

Any or all changes or rcvisions in the accornplished ar-rd strbmitted SAI-N form
shall bc made by the respectivc rleclarants and shall bear the declarant's initials.

6. TRANSMITTAL AND DTSTRIBUTION
'I'hc IIRMO shall transmit all original copies of the SALNs to the Deputy Ombudsman for

Mindanao, 2"'l copy to thc CSC Field Office anclthe 3d copy personalcopy of the declarant.

7. SANCTION FOR I.AILURE TO COMPLY
Failtrre of thc tactrlty arrd staf{ to corrccy'submit his,/her SALN in accordance with
thc prtx:cclrrrc irnd period rrnder the CSC Reso. No. 1300i74 dated January 7j,2013,
r'rr lir ilure ()[ ( ()nccnled pcrsonnel to c,rnrply with thc provisions of CSC Reso. No. 06
02jl datcd lrchruary 1, 2006, as amcnded, shall he dealt with in accordance with
Scction 4 of ( ISC MC No. 3 datcd Jirnrtary 24, 2013.

8. RESOLUTION OF ISSUES

Jo cnsrrrc strrndarcl and corrsistent intcrpretation of thc SALN rulcs, the RCC shall
rcsolve all is*rrcs pcrtaining to compliance with thc submission and filing of SALNs
by all facrrlty anrl staff.

9. ACCESSIBILITY OI] SALNS
Acc.'rrnf,lishr'..1 SAI-N of ASSCAT hcrrlty and stafT shall be mallc. available to the
pul'rlic sr.rhjcct t() the existing rules ancl regulations to the data privacy law.
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