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MEMORANDUM CIRCULAR

N○○:　00ら

TO AしL PROVINCIAL GOVERNORS, C!TY/ MUNICIPAしMAYORS,

PUNONG BARANGAYS AND OTHERS CONCERNED

丁hIS Region

ALL PROVINCIAL/CilY DIRECTORS, CITYIMUNICiPALしOCAL

GOVERNMENT OPERATIONS OFFICERS

This M面St「y

SUBJECT　.　　REITERATION OF THE GUiDELiNES ON THE APPしICATION OF

FOREIGN TRAVE」 AUTHORITY FOR LOCAL OFFICIALS AND

EMPLOYEES iN BARMM

DATE　　　:　JANUARY 9, 2023 I 17 JUMADA AL-AKHIRA 1444

1, Rationale

l工　The enactment of Repu胡C Act =O54 othervISe known as the OrganiC

Law for the Bangsamo「o Autonomous Region subsequently lead to the

C「eation of the Ministry of the lnte「io「 andしOCaI Govemment (MILG) ln

BARMM,

1.2.　SectiOn 6 0f the Office of the P「esident Memorandum Circuia「 No. 35, S.

201 7 p「OVides that “ no govemment of押ciaI or empleyee sha〃 be a〃owed

to deparf for any haveI abroad, eVen /f such have/ /S for puIe/y peISOna/ or

p万vate pu仰ose without cost fo拘e govemmenf, unIess such omciaI or

emp/oyee has du/y accomp庵hed me Iequisite /eave foms and has

Obtajned the appropIfate havel authohzation from his or her agency.’’

1.3. The Bangsamo「o Autonomy Act No 13　otherwise known as the

Bangsamo「O Administ「ative Code stated that the Ministry of the lnte「io「

and Locai Gove「nment (MiLG) is mandated to exe「cISe gene「aI

SuPervisIOn OVe「 the constituent locaI government units of the

Bangsamoro Govemment, and ensu「e pubiic safety and disaste「

P「ePa「edness, 10CaI autonomy, decent「aiiZation and community

empowerment,

2. Scope/Coverage

Fo「elgn traVe1 0f a=　eIective and appointive iocai gove「nment officiais and

empIoyees, Whethe「 offlcial o「 uno情ciaI sha= be cove「ed by these 「uies and

reguiations

3. Definition ofTe「ms

3.1. 0珊cial Trip -As defined ln SectlOn 3 (a) of Executive O「der No. 77, S.

2019, these a「e o怖ciaI fo「eign travels and assignments which meet the

fo=owing criteria. (i) it is essential to the effective peiformance of an offlCiaI

Or emPioyee’s mandates o「 functions, (ii) it is 「equired to meet the needs

Of the department, agenCy, bu「eau o「 O飾ce, O「 the「e is substantlai benefit
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to be derIVed by the State; (iii) the p「esence of the officiai o「 empioyee IS

Critica=o the outcome of the meeting, COnference, Seminar, COnSuItatIOn

Or any O冊CiaI actIVity to be attended; and (iv) the prQjected expenses a「e

not excessive o「 invoIve minimum expenditure. O怖CiaI trip is further

CIassified as foilows:

3 1 1. lnternational conferences o「 meetings to which the Ph掴ppine

Gove「nment has commitments,　O「　tO undertake o飾CiaI

missions/assignments which cannot be assigned to govemment

O簡CiaIs posted abroad;

3.1 2　SchoIa「ships, fe11owships, t「ainings, and studies abroad which a「e

g「anトfunded or undertaken at m面mal cost to NGAS言ncluding SUCS,

GOCCS, GFIs and LGUs;

3. 1 3. invitations for speaking engagements or receiving of awards from

fo「eign govemments/institutions or intemationaI

agencies/o「ganizations as defined unde「 inte「nationa=aw, Whether

fuliy o「 partially funded by the gove「nment, uPOn the endo「Sement Of

DFA

4. GuideIines

4,1. Administ「ative Requi「ements

See attached Annex `‘A’’

4,2, F掴ng ofApplication fo「 Fo「eign Travel Authority

The app=Cation for Fo「eign T「avel Autho「ity, COmPIete with ai=he 「equi「ed

documents, is to be f〃ed a‘ IeasI seven (7) wo血mg days, both fo「 the officiai

and pe「SOnaI o「 p「ivate pu「POSe, P「io「 to the date of departu「e, With the fo=owing

StePS by the appIicants:

1. ViSit the Office ofthe City/ MunicipaI Ope「atiOnS Office「 assigned in the

LGU o「 the MlしG Provincial O情Ce tO SeCure the FTA Request Fo「m

and =st of requi「ements.

2　P「epa「e a= 「equi「ed documents (as hdicated i再he attached Amex A)

togethe「 with the accompIished FTA Request Fo「m

3. Ensu「e that a= provided information a「e t「ue and ∞rreCt.

The above-mentioned steps may be revised as the Ministry is finalizmg ltS

Fo「eign T「avel Autho「ity On-Line System unde「 the LocaIizing e-Gove「nance fo「

AcceIe「ated P「OVision of Services (LeAPS), in compiiance with Republic Act No

=O32 or the Ant主Red Tape Act (ARTA) on Ease of Doing BusIneSS

4.3. Approving Authorify on Foreign Travel Autho「fty

しGO請ciaIIEmpIoyee �6�FVx�ｸ�ｷ柳eG&�fVﾂ�ApprovingAutho「ity 

'　A=　　　　　　　officials ��UV蹂ｿ�6��ｬUH�V���MlしGMiniste「 

(regardIess　　　　of ��Uv�蹤��X�V柳B�

position) 尾gH�V�fT妨⑦V襾2�F��X���⑦����F�VR�.��F�2��TGX�V匁w�X�V柳G6��VﾖT没V觚微"�9iﾅ6�2�

●　Governo「 ��T��6��ﾅH�V���MILGMiniste「 

.ICCMayo「 貞V蹂ｿ�6��ﾅH�V����ﾅv�蹤��W&柳B�
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Oft「avel;sIess 納an的場e(り mon〃)SO「When the「eis"O emeIgenCyO′ c庵is ��

.Component　　　City 偵��F6��膝&���MIしGMiniste「 

Mayo「 

.MunicipaIMayo「 

●　ViceGovemo「 

.ViceMayo「 

.Sanggunian 

PanlalawiganI 

Panlungsod/　Bayan 

Membe「 

・PunongBa「angay 

・Sangguniang 

BarangayMembers 

・SKChairpe「son　and ��UV踵�F6��ﾈ����G&���LCEwhoexercise 

Membe「 夫�蹤��W&柳F��authorityove「the 

・Barangay　Appointive 幽�V�fT胴4妨78��*ﾘ.ｦ���SaidofficiaIs 

○怖ciais 僞ｸ�ﾆVR�.���_ﾆ��2�(ProvinciaiGove「no「s 

・LG　　　Department ��覃��v����F�&V�2�inthecaseof 

Heads 紋���VﾖT没V�7�����ﾂ�componentcitiesand 

・LGEmpIoyees(beiow �4迫6�2�munICipaIitiesandthe 

DepartmentHead) 僂ity/MunjcipalMayo「in thecaseofBarangays) 

4.4. On the Fo「eign Travei of 」CEs Before, Duling, and Afte「

Emergencies, Crisis, and /or Disaste「

4 4 1. Pu「suant to Section =(a), Section 12(C) of 「epublic Act No. 10121 0「
`’Phiiippine Disaste「 Risk Reduction and Management Act of 20101”

Section l(C), Section l(d) and Section 3 of Executive O「de「 No. 773, S

2OO9∴●Furthe「 Reo「ganizlng the Peace and O「de「 CouncIi;" and the

Ope「ation Listo Manual, a= LCEs, aS head of theしOCai Disaste「 Risk

Reduction and Management Councii and the Peace and O「de「

Counc生a「e highIy encou「aged to 「emain in their 「espective areas of

ju「isdiction to pe「sonaIiy iead and manage the said counciIs and

ImPIemen=he necessa「y measu「es to address issues a「isIng f「om

eme「gencies, CnSis, and/o「 disaste「.

5, Responsib胴ies of the Regional O鮒ce thru the　しocal Gove「nment

Supervision Division

5.1. Recommend and fac航ate actions on the p「ocessing and documentatiOn

Of ali 「equests fo「 fo「eign travel authority;

5.2. Designate Focai Pe「SOnIs fo「 the undertaking;

5.3. Coo「dinate with the Information Systems TechnoIogy Management

Division (ISTMD〉 0n the estabiishment of the FIA On-Line System;

5.4.　Cause the conduct of an o「ientation on the use of the FTA On-Line

System fo「 a= RegionaI Focai Pe「sons once the system is estab=shed;

5.5. P「OVIde regIOnaI summa「y on a periodic basis to The O仰ce of the Chief

Ministe「 and othe「 COnCe「ned reguIato「y agencies.

ノ>



6. ResponsibiIities of the CitylProvinciaI Di「ectors

6.1　Review, aPProVe, endo「Se and slgn aCtion documents 「elative to the

「equest fo「 t「avel autho「ities of the Local Govemment O仰ciais and

EmpIoyees;

62　Designate FocaI Pe「son/S that shali ensu「e the co「「ectness and

completeness of the FTA documents to be submitted and othe「

…dertakings reiated to the request fo「 fo「eign travel ab「Oad;

6.3. Endorse the request fo「 authority tO traVel ab「Oad to the Regional Office,

if appIicabIe;

6.4. Submit monthIy consoiidated 「eport on ai1 0f the 「equest fo「 fo「eign t「aveI

ab「Oad within the p「OVince; and

6.5.　Cause the immediate and widest dissemination of this Memorandum

Ci「cula「 Within thei「 respective p「ovinciai assignments and other

COnCemed authorities.

7. Responsibiiities of the City/ Municipai Local Gove「nment Operations

Office「s

7.1. Take actions 「elative to the request fo「 travei autho「ities of the Local

Govemment OfficiaIs and EmpIoyees;

7.2. Review and ensu「e the co「「ectness and compieteness of the FTA

documents to be submitted;

7.3. Endo「Se the 「equest fo「 authority to t「avei ab「Oad to the Provincial O怖ce,

if appIicabIe;

7 4　P「ovide technicai assistance to the 「equestingしocai Govemment O情cial

「ega「ding this undertaking; and

7.5。　Cause the immediate and widest dissemination of this Memorandum

Circuia「 withln thei「 「espective LGU assignments and othe「 conce「ned

10Cal autho「ities.

8. Effectivity

丁his Memo「andum Ci「Cuiar sha= take effect upon the app「ovai of the unde「signed,

COPy fu「nished to a= conce「ned o簡ces of the Bangsamo「o Regionai Gove「nment.

9. Attachment

Annex A: Administrative requI「ementS fo「 FTA Appiications

lO,App「ovjng Authority
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ADMINiSTRA¶IVE REQUIREIVIENTS 申e竺」

1. FTA Request Form;

2. Request Lette「 (Note: GovemoIS, V/ce Govemors, Mayors, and V/ce Mayors

trave〃ing abIOad sha〃 hdicate的e "ame Of the Hゆhest Rankhg Sanggunian

Member h fhe存胎quest fe請er.);

3. A duly nota「ized a冊davit attesting that no administ「ative charge o「 c「iminal case

has been filed o「 is pending against the appIicant, O「 Oath of Undertaking, When

the applicant has a pending case; and

4. A duly accompiished Clearan∞ from Money and P「operty Ac∞untabilities (CSC

OFFICIALTRiPS 

1.Endorsementf「omthefo=owingo情ciaIsdependingonthepositionofthe 

app=cant: 

.theLocaIChiefExecutive-1ftheappiicantisaC°mPOnentCityand 

MunicipaIMayo「,VIceGovemor,PunongBa「angayandLGempIoyees; 

・thePresidingO櫛Ce「-iftheappiicantisaSangguniangPanIaIawigan 

Member,Sangguniang　PanIungsod　and　Sangguniang　Bayan,and 

Sangguniangempioyee;and 

●　thePunongBarangay-iftheapplicantisSangguniangBarangayMembe「 

andBa「angayempioyeesincIudingSanggunianKabataan; 

2.InvitationIetterf「omthehostcount「yorsponsoringagency; 

3・AcceptanceIetterfromorganize「o「dono「agency,ifapplicabIe. 

4.lnvitationIetterf「omthehostcount「yo「sponsoringagency,ifappiicabie. 

5.Copy　ord「aftofthe　Memorandum　ofAg「eemento「Memorandum　of 

UnderstandingbetweentheLGUconce「nedandtheLGUabroad(t「avel 

「elatingtoSiste「Cityo「LGUtechnicaIExchangeCoope「ation)言fappIicabIe. 

●　For Govemors. 1Vlavors of Indeoendent ComDOnent Cities

l. DuIy accomp‖shed Appiication for Leave (Civii Service Form No. 6, Revised

2020)

2　MedicaI Ce鵬ficate fo「 medit冶I 「easons

’諾豊結語精霊精霊蕊endcto mo調than thro.

1. DuIy accompli§hed and approved ieave of absence (Civii Servi∞ Form No. 6,

reviSed 2020)

2. Medical Certificate for medit冶i 「easons
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