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TO : ACADEMIC AND ADMINISTRATIVE OFFICIALS, FACULTY MEMBERS,
EMPLOYEES (Permanent)

FROM : OFFICE OF THE PRESIDENT

SUBJECT : REVIEW AND COMPLIANCE PROCEDURE FOR SALN

To ensure compliance to RA 6713, the guidelines on the Review and Compliance Procedure for

Statement of Assets, Liabilities and Net Worth (SALN) which will ensure that all the ASIST permanent

personnel will comply with the minimum requisites for content and formalities prescribed under

Republic Act 6713 and its implementing rules is hereby promulgated. A copy of the said guidelines is

hereto attached for the information of everyone.

For your guidance and compliance.

-

G
GREGORIO T} TURUEZA, JR.
President

cc: Mr. Elizier B. Lazo
Dr. Pablo B. Bose Jr.
Mrs. Ramelda B. Begnalen
HRMO — Main Campus
HRMO - Bangued Campus
Campus Director, Main Extension, La Paz
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THE ASIST’S REVIEW AND COMPLIANCE PROCEDURE IN THE FILING AND
SUBMISION OF THE REVISED STATEMENT OF ASSETS, LIABILITIES AND NET
WORTH (SALN) FORM FOR THE CALENDAR YEAR 2023

The Abra State Institute of Sciences and Technology (ASIST) hereby prescribes the filing and
submission of the Statement of Assets, Liabilities and Net Worth Disclosure of Business Interests and
Financial Connections (SALN) for the year 2023 of all the regular employees of the College in
compliance to Rule VII of the “ Rules Implementing the Code of Conduct and Ethical Standards for
Public Officials and Employees”. The ASIST Review and Compliance Committee sets the following
Guidelines in the review and compliance procedure in the filing of the Statement of Assets, Liabilities
and Net Worth (SALN), to wit;

[. - The Review and Compliance Committee is composed of the following:

Chairperson: ~ MR. ELIZIER B. LAZO
Chief Administrative Officer

Members: DR. PABLO B. BOSE JR.
Professor VI/ Director of Research and Development

MS. RAMELDA B. BEGNALEN
Administrative Officer V/HRMO 111
II. Guidelines

1. All regular employees are required to observe the following timelines in filing their
respective SALN forms to the Human Resource Management Unit:

a. Within thirty (30) days after assumption of office, statements of which must be
reckoned as of his/her first day of office;

b.  On or before March 31% of every year thereafter, statements of which must be reckoned

as of the end of the preceding year so as to provide ample time for the Review and
Compliance Committee to examine the same; and
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c. Within thirty (30) days after separation from the service, statements of which must be
reckoned as of his/her last day of office.

Employees are strictly required to fill in all applicable information and/ or make a true and
detailed statement in their SALNs. Items not applicable should be marked N/A (not
applicable). The proper form to be used for the annual filing and submission of the SALN
for the year 2023 shall be the Revised SALN Form (Revised as of January 2015) together
with the Additional Sheets Form (Revised as of January 2015). All are hereby reminded to
submit sworn Statement of Assets, Liabilities and Net Worth as of December 31, 2023
through the Human Resource Management Unit. Employees who are not filing their SALN
Forms shall be liable if they fail to file the same by June 30, 2024.

Upon receipt of SALN forms, the Human Resource Management Unit forwards the same
to the Review and Compliance Committee for evaluation and to determine whether the said
statements have been properly accomplished. In the event that there are incomplete or
improperly filled-out SALN forms, the revisions/corrections shall be noted and the same
shall be returned to the concerned employee. It is the responsibility of the said employee to
immediately return the revised/corrected SALN forms.

The Chairperson of the Review and Compliance Committee or his/her authorized
representative shall submit to the College President, copy furnished the CSC, on or before
June 30 the following documents:

a. Summary List of Filers in alphabetical order, using the prescribed template provided,
including the Net worth

b. Certification from the Review and Compliance Committee

c. Names of Employees who did not file their SALNs

Within five (5) days from the aforementioned list, (paragraph 4) it shall be the ministerial
duty of the College President or his/her authorized representative to issue an order requiring
those who have incomplete data in their SALN forms to correct/supply the desired
information and those who did not file/submit to comply within a non-extendible period of
thirty (30) days from receipt of said order.

Failure to correct/submit SALN in accordance with the procedure and within the given
period pursuant to the guideline in paragraph 7 hereof, shall be a ground for disciplinary
action under Paragraph D.8 of section 50, Rule 10 of the 2017 Rules of Administrative
Cases in the Civil service (RACCS).

Officials and employees who fail to comply within the aforementioned thirty (30) days
period or who submit their SALN forms beyond the said period shall be considered as not
having filed their SALNSs, and shall be made liable for the offense of Failure to File SALN
with a penalty of suspension of one (1) month and one (1) day to six (6) months for the first
offense, and dismissal from the service for the second offense.

Head of Agencies/Offices who fail to comply with the provisions of CSC Resolution no.
06-231 dated February 1, 2006, as amended, shall be liable for Simple Neglect of Duty,
which shall be punishable by suspension of 1 (1) month and one (10 day to (6) months for
the first offense, and dismissal from the service for the second offense.

The Human Resource Management Officer shall transmit one original copy of the SALN’s

received from the employee to the Office of the Ombudsman on or before June 30, 2024.
The SALN of the President however shall be transmitted to the Office of the President

Malacaiiang Records Office (OP-MRO).
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This Review and Compliance Procedure in the filing and submission of SALN and Disclosure
of Business Interest and Financial Connections shall take effect immediately and all concerned shall be
guided accordingly.

Prepared by:

REVIEW AND COMPLIANCE COMMITTEE

Chairperson

Ao o
PAB q i 9 .s Ph. D. RAMELDA EGNALEN
Professor V1/ Directer of Research and Development Administrative Officer V. / HRMO 111
Member Member
APPROVED:
~
GREGORIQT /QaZA JR.
Pregident
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