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DRN: HRMDD-PAS-2024-3369

MEMORANDUM FROM THE REGIONAL DIRECTOR

TO i ALL DSWD FIELD OFFICE MIMAROPA PERMANENT
AND CONTRACTUAL EMPLOYEES

SUBJECT : SUBMISSION OF STATEMENT OF ASSETS, LIABILITIES
AND NET WORTH (SALN) AS OF 31 DECEMBER 2024

DATE : 10 JANUARY 2025

This refers to the submission of Statement of Assets, Liabilities and Net Worth
(SALN) as required by the Civil Service Commission (CSC).

All permanent and contractual employees are required to submit their accomplished
SALN as of December 31, 2024 to the HRMDD-Personnel Administration Section
(PAS) on or before 31 January 2025 (Friday) in compliance with Republic Act 6713
otherwise known as “CODE OF CONDUCT AND ETHICAL STANDARDS FOR
PUBLIC OFFICIALS AND EMPLOYEES under Section 8. Statement and
Disclosure, to wit:

“Public officials and employees have an obligation to accomplish and submit
declarations under oath of, and the public has the right to know, their assets,
liabilities, net worth and financial and business interests including those of their
spouses and of unmarried children under eighteen (18) years of age living in their
households”.

All personnel are required to observe the proper and complete filling-up of the CSC
SALN Form 2015 as attached, as well as the timeframe for submission to give ample
time for the Review and Compliance Committee (RCC) to review the documents
prior to submission to the Head of the Agency for signature.

Furthermore, the Human Resource Management and Development Division would
like to reiterate the following existing Civil Service Commission policies and
guidelines and new instructions under Referendum No. 2022-01 with the subject
REVIEW AND COMPLIANCE PROCEDURE IN THE FILING AND SUBMISSION OF
STATEMENT OF ASSETS, LIABILITIES AND NET WORTH (SALN) AS OF
DECEMBER 31 OF EVERY YEAR AND THEIR DISCLOSURE.

1. SALN to be submitted must be four (4) original copies and printed back to
back in Folio Paper Size (8.5x13 inches).

2. Accomplishment of the SALN form may be handwritten, typed, or
computerized.
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3. All information must be supplied. Otherwise, “Not Applicable” or “N/A" must be
indicated in the space provided for the same, or in one (1) column only of
the first row in the case of tables.

4. Position Title should be written in full. Do not include Parenthetical Title.

5. In case of joint filing of husband and wife who are both in the government
service, both of them shall be considered declarants. The signature portion of
the SALN indicates the space for the spouse as “Spouse/Co-declarant”. All
real and personal properties shall be declared including their respective
paraphernal and capital properties if there are any. The spouses shall prepare
eight (8) original SALNs so that both declarants can submit original SALN to
their respective agencies. However, spouses on the same agency shall only
prepare four (4) original SALNSs.

For officials/employees whose spouse is not a government official/employee,
the family name, first name, and M.I. of the spouse must be indicated, and the
position, agency/office, and office address must be supplied as applicable.

Both spouses should sign and provide details of their government-issued ID,
whether they work in the government or not. If the “Spouse/Co-declarant” is
not available to sign the SALN, the employee should submit a justification
letter addressed to the Regional Director for the reason/s the spouse’s
unavailability to sign.

6. The SALNs shall be duly signed by the authorized personnel administering
the oath which may be a notary public or delegated as follows:

Declarant/Filer Person to Administer Qath

Regional Director Assistant Regional Director for Administration
(ARDA) or sworn before a notary public or any of
the following officials authorized to administer an
oath.

Assistant Regional Director for
Administration (ARDA) / Assistant
Regional Director for Operations Regional Director
(ARDO)

Division Chief and below

7. For Social Welfare Attaches and DSWD FO employees under foreign
scholarship, the authorized official to administer the oath for their SALNs
may be the head of the Philippine Embassy or Consular Office nearest their
place of assignment.

The HRMDD-PAS will send compliance notices to those who have submitted but
with INCOMPLETE/INCORRECT data and non-compliance notices to those who
have not yet submitted. Filers will be given three (3) days upon receipt of the
memorandum to comply with the submission and/or needed revisions.
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Moreover, compliance with SALN submission is one of the requirements for the
agency to be entitled to the Performance-Based Bonus (PBB). Anent this, Personnel
whose SALN 2024 are submitted to PAS after the prescribed deadline will not be
included in the list of staff entitled to PBB payment.

For your guidance and strict compliance.

LEOD(A%O CREYNOSO, CESO lil
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