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I. OVERVIEW

Memorandum Circular No. 10, series of 2006 of the Civil Service Commission requires public
officers and employees to submit upon assumption of office and during such period as may be
required by law, a declaration under oath of their Assets, Liabilities and Networth (SALN). The same
shall be accomplished under oath as the public has the right to know their assets, liabilities,
networth, financial and business interests including their spouses and unmarried children below
eighteen (18) years of age living in their households. As it is endowed with public interest, there is
a need to establish a review and compliance procedure in the filing and submission of SALN.

II. OBJECTIVE

The primary objective of the guidelines is to ensure that all covered employees of the polWD
shall adhere to the rules,and procedures in the submission of the Statement of Assets, Liabilities
and Networth (SALN) and Disclosure of Business lnterests and Financial Connections as prescribed
in the applicable government laws.

The 1987 Constitution of the Republic of the Philippines, as one of the bases for the SALN
submission emphasized, "Public office is a Public trust. Public officers and employees must be at
all times accountable to the people, serve them with utmost responsibility, integrity, loyalty and
efficienry, act with patriotism and justice and lead modest lives." Thus, in recognition to our public
duty, we shall commit to comply to the submission of SALN in accordance to the set guidelines
herein.

tII. LEGAL BASES

1. 1987 Philippine Constitution
2. RA 5713 or "ThJ'Code of Conduct and Ethical Standards for Public Officials and

Employees.

3. CSC MC No. L0, s. 2006 "Review and Compliance Procedure in the Filing and Submission

of Statement of Assets, Liabilities and Networth and Disclosure of Business lnterests and

Fi nancial Con nections",
4. CSC MC No. 3, s: 2015 (Revised Statement of Assets, Liabilities and Net Worth (SALN) Form)

5. CSC Resolution No. 1300455 dated March 4, 2OL3 on the "Review and Compliance

Committee for the Statement of Assets, Liabilities and Networth (SALN);

6. Other pertinent laws, rules and regulations on the matter.
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IV. COVERAGE

These guidelines shall cover all officials and employees of PolwD except for those serving as
pakyaw, job order employees and other non- permanent employees.

V. DEFINITION OF TERMS

Acquisition Cost - amount of money paid to acquire or own something. lt is also the amount
of expenses incurred for improvements introduced on a real property. ln the case of
allowance received gratuitously (e.g. donation or inheritance), no acquisition cost shall be
declared.

Affinity - refers to the relationship of a husband to the blood relatives of his wife, or a wife
to the blood relatives of her husband.

h,i 1'

Balae- refers to the parent of the declarant's son-in-law or daughter-in-law

Bilas - refers to the declarant's brother-in-law's wife or sister-in-law's husband

Business lnterest - it is the declarant's existing interest in any business enterprise or entity,
aside from his/her income from the government.

Capital Property - refers to properties exclusively owned by the husband.

Consanguinity- refers to the relationship by blood from the same stock or common ancestor

Financial Connection - it is the declarant's existing connections with any business enterprise
or entity, whether as a consultant, adviser and the like, with an expectation of remuneration
for services rendered.

lmprovements - refer to all works that are constructed or introduced to the land, or repairs

or improvements made to the land or building after its initial acquisition. lt may be declared

separately or togetfleri with the land to which it is attached.

lnso- refers to the appellation for the wife of an elder brother or male cousin.

Liabilities - refers to financial liability or anything that can result to transfer or disposal of an

asset.
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Nature of lnterestl- refers to existing interest or connection in any business enterprise
whether as proprietor, investor, promoter, partner, shareholder, officer, managing director,
executive, creditor, lawyer, legal consultant or adviser, financial or business consultant.

Nature of Liability - it is the type of loan obtained from banks, financial institutions, GSIS,
Pag-lBlG and other such as personal, multi-purpose loan, calamity loan and the like.

Net Worth - it is the sum of all assets less total liabilities. ln real properties, the acquisition
cost shall be used in the computation of the net worth. ln personal properties, the acquisition
cost or amount / value of money shall be used in the computation of the total net worth.

Outstanding Balance - it is the amount of money that one still owes on the loan as of
December 31 of the preceding calendar year.

Paraphernal Property - refers to the properties exclusively owned by the wife.

Personal Property - refers to jewelry, appliances, furniture, motor vehicles, and other
tangible / movable properties, This shall also include investments or other assets, such as
cash on hand or in bank, negotiable instruments, securities, stocks, bonds and the like.

Rea! Properties - refer to properties which are immovable in nature. lt include properties
wlthin and outside the Philippines.

VI. GUIDELINES:

l. Flling and Submisslon of SAIN on Time and to the Proper Offlcial

a. All officials and employees of the water district, except those who serve in an official
honorary capacity, without service credit or pay, temporary laborers, casual or
temporary and contractual workers, shall file under oath their SALNs and Disclosure of
Business lnterests and Financial Connections and submit to the SALN Review and

Compliance Committee, to wit:

1. Within thirty (30) days after assumption of office, statements of which must be

reckoned as of his/her first day of service.

2. On or before April 30 of every year thereafter, statements of which must be

reckoned as of the end of the preceding year; and
i,r
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3. Within thirty (30) days after separation from the service, statements of which
must be reckoned as of his/her last day of office.

b. Public officiqls and employees under temporary status are also required to file under
oath their SALNs and Disclosure of Business lnterests and Financial Connections in
accordance with the guidelines provided under these rules.

c. Public officials and employees are strictly required to fill in all applicable information
and/ or make a,Irue and detailed statement in their SALN.

ll. Contents of the SALN

a. Basic lnformation
a.1. lf the declarant is single or married but whose spouse is not in the government
service, he/she must mark the box as "Not Applicable".

a.2. The declarant shall also provide information of his/her unmarried child/children
who is/are below 18 years and is/are living on the same household.

b. Real Properties
b.1. The declarant shall indicate real properties which are already titled or registered
under his/her name, the name of his/her spouse or under the name of his/her
unmarried'thildren below 18 years old and living in the declarant's household.

b.2. lt shall include properties within and outside Philippines

b.3. Paraphernal or capital properties of are also EXCLUDED from the computation
of net worthi '

b.4. For the description, it must indicate if it is a land only or land with building, a
house and lot, condominium unit or an improvement such as an extension or a

garage, and the like. The exact location of the real properties must also be indicated.

b.5. ln case of properties received gratuitously (e.9. donation or inheritance) no

acquisition cost shall be declared. However, the fair market value and the assessed

value of said properties as found in tax declaration must be declared.
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c. Personal Properties

c.1. Personal properties collectively acquired or are of minimal value may be
declared collectively. ln this case, the declarant may indicate "Various Years" under
the column for year acquired;

c.2. For co-owned properties, the declarant shall disclose the proportionate amount
of his/her share in the property;

c.3. For properties that are subject to a contract to sell, the amount already paid

shall be declared as personal property;

c.4. Properties which are subject of either a chattel or a real estate mortgage shall
be declardd in the SALN Form. The acquisition cost to be declared shall be the actual
purchase price and the liability to be declared shall be the outstanding balance of
the loan as of December 31 of the preceding year.

d. Liabilities ,

The nature of liability, name of creditors and the outstanding balance as of
December 31 of the preceding year shall be indicated.

e. Financial and Business lnterest

The declarant including that of his/her spouse and unmarried children below
eighteen (18) years old living declarant's household, shall declaring their existing
interest or connection in any business enterprise or entity aside from income from
the government.

f. Relative in the Government

The declaqdnt:shall declare his/her relatives in the government within the 4th degree

of consanluinity or affinity. Bilas, Balae and lnso shall also be included.

g, Miscellaneous Provisions
i

g.1. ln case of joint filing both declarants shall sign in the spaces provided below the

certification.
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g.2. ln case the spouse is not a public officer or employee, he/she shall still sign the
SALN. ln case of non-compliance the declarant shall attach an explanation.

vll. Duties of the PolwD sALN Review and comptiance committee

Upon receiving the SALN forms, the committee shall evaluate the same to
determine whether said statements have been properly accomplished. A SALN is deemed
properly accomplished when all applicable information or details required therein are
provided by the filer. ltems not applicable to the filer should be marked N/A (not
applicable).

The said committee shall submit to the head of office, copy furnished the CSC, on or
before May 25 of every year, a list of employees in alphabetical order, who:

a. Filed their SAINs with complete data;
b. Filed their SALNs but with incomplete data, and
c. Did not file their SALNs.

Vlll. Ministerial Duty of the Head of Office to issue Compliance Order

lmmediate upon receipt of the aforementioned list and recommendation, it shall be
the ministerial duty of the Head of Office to issue an order requiring those who have
incomplete data in th.eir SALN to correct / supply the desired information and those who
did not file/submit their SALNs to comply within a non-extendible period of three (3) days
from receipt of said order.

Assets and / or properties acquired, donated or transferred in the name of the filer
for a particular year, but were not declared on his/her SALN for that year, as the same came
to his /her knowledge only after he/she has filed, corrected and/or submitted his/her SALN,

must be declared or reflected in the filer's next or succeeding SALN.

lX. Sanction for Failure to Comply / lssuance of a Show -Cause Order

Failure of Bn office or employee to correct / submit his/her SALN in accordance with
the procedure anil within the given period pursuant to the directive in Section3 hereof shall
be a ground for disciplinary action.

The head of office shall issue a show-cause order directing the official or employee
concerned to submit his/her comment or counter-affidavi[ and if the evidence so warrants,
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proceed with the conduct of the administrative proceedings pursuant to the Uniform Rules
on Administrative Cases in the Civil Service (CSC Resotution No. 99-193G dated August
31,1999). The offense of failure to the file SALN is punishable under Rule tV, Section 52 (B)
(8)thereof, with !,[e following penalties:

1't offense- suspension of one (1) month and one (1) day to 6 months

2nd offense - dismissal from the service

X. Transmittalof all submitted SAINs to the concerned agencies on or before June 30.

The PoIWD Review and Compliance Committee shall transmit all original copies of
the SALNs received, on or before June 30 of every year, to the Office of the Ombudsman
Mindanao.

Xl. Penalty

The Head of Office and the PoIWD SALN Review and Compliance Committee who
failed to perform their duties may be held liable for neglect of duty under Section 46,
Chapter 7, Subtitle A, Title 1, Book V of the Administrative Code of L9g7 (Executive Order
No. 292).

Xll. Effectivity

This guid€-lines shall take effect immediately and shall remain in force unless
revoked, cancelled or superseded by a subsequent issuance.

Polomolok water District sALN Review and compliance committee:
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