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October 13, 1988

Department Order ) SUBJECT : GUIDELINES ON THE IMPOSITION OF

7n») 10% BUDGETARY RESERVES ARND

No. 0 /[? ADOPTION OF ECONOMY MEASURES

Series of 13988 ) FOR THE SECORD SEMESTER OF CY
1588

In compliance with Administrative Order No. 137 dated
September 15, 1988 as implemented by National Budget Circular
No. 411 dated September 18, 1889 directing the imposition of
budgetary reserve eqguivalent to 10% of personal services,
maintenance and other operating expenditures for the
implementation of salary standardization plan and other
priority programs of +the government, the following
guidelines on the imposition of reserves and economy measures
are hereby adopted by the Department for the second semester
of CY 1989:

I. Guidelines on the Imposition of Budgetary Reserves

1. The reserve shall be imposed on both the released
and unreleased portions of personal services and
maintenance and other operating expenditures for
the second semester of CY 1989 except on the
following:

1.1. Salary Standardization

1.2. Personnel Benefits, (e.g., vacation and sick
leave and other compensation claims).

1.3. Terminal Leave and Retirement Gratuity

1.4. Maintenance of Infrastructure Facilities

1.5. Foreign-assisted Projects {(Loan proceeds and

peso counterpart)

Zie o ln case of deficiency in identified savings 1in
the second semester to cover the identified ten
percent (10%) reserve reguirement, all uncbligated
balance of personal services and maintenance
expenditures of all offices of the Department as of
June 30, 1888 shall form part of the reserves.

II. Economy Measures in General

1. All heads of Offices (Services, Bureaus, Regional
Offices Project Menagement Offices and District
Offices), shall review and evaluate the functions
and priorities of their respective offices to
determine duplicatory, overlapping, non-essential
and non-productive activities which may be deferred
or discontinued to save funds.

2. Heads of Offices shall pursue with increased vigor
cost reduction strategies and measures to improve
efficiency and optimum utili=ation of funds.
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Specitic Mandatory Economy Measures
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Organizational Modification

Creation of new offices and positions which will
antall
auvthorized by law.

additional funds shall be suspended szcept  when

Fersonal Services
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Thers shall be no hicing of new casual and
contractual smployeess and office consultants.

Renewal of appointment of caswals, contractuals
and office consultants shall be subject to prood
of sssentiality and availability of funds.

Overtime services of office personnel  shall be
rendered only up  to 8:00 p.m. during regular
working  days. Mo overtime ssrvices shall  be
rendered by office employvess during Saturdays,
Sundays  and Holidays, ssxoept security guards  and
maintenance personnel.

ALl appointmaents shal l take eftect (EnTulyl
assumnption to duty, but not sarlisc than date of
preparation thereof.

Travelling Expenses

il

Domestic official travel shall be limited to those
axtremaly necessary and only personnel needed in
the completion of a particular mission shall be
allowed to travel. Travel shall be limited to 3
days, including travel time, subject to the
approval of the Head of Office concerned, except
in  sxtremely meritorious cases which  shall  be
approved by the Undersecretary concerned.

Use of government vehicles shall be strictly for
official businsss only.

nars/Trainings/0Other Similar Activities
Seminars, btraining programs  and  obther similar

activities, both local and Foreign, shall be
reviewad, evaluated and prioritized according ©o

urgency. As far as practicable, lecturers,
resourcse persons,  and/oe facilitators  shall  be
taken Ffrom  among gqualidied personnel  of the

Department.
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4,3 Expensive prrivate Ffacilities as VETTLIE S i
seninars/training  programs shall not be  allowed.
Use of office facilities and conference rooms
whenever available shall be resorted to.

Office Supplies/Materials/Egquipment

S.1 Control measures to maximize the use of office
acuipment , supplies  and materials shall bres
adopted, such as:

e l.l Number of copiles o f official
communications and obher office forms
shall be limited to a maximum number of
threas (3).

Huled The reverse side of used stationeries/
papers. in  preparing drafts  of office
comnunications shall be ubtilized.

S.1.3 Copying machines shall be for official use
only. All  reproductions of official
documents shall be made only upon  requestht
of the Chief of Unit/Section concerned and
approved by the Chief of Section/Division
concerned.

S.1lud Computer machines, typewriters and other
office equipment shall strictly be for
official use  only and all purchases
thereof chargeable against savings shall
bhe deferred.

3.2 To the extent possible, a buffer stock of office
supplies/materials for one (1) guarter shall be
centralized at  their respective warshouses /
storerooms for control purposes. HBased on  actual
need, withdrawal shall be made on a monthly basis
in  accordance with an RIV duly approved by the
Division chief concerned.

Furnituwres/Bulldings

6.1 Purchase of office furnitures chargeable against
savings shall be detferred.

&Hu2 Renovation and/or improvement of offices shall be
deferred except  those which were eV L s
4
approved and funded.

Telephone, Fower and Water Consumption
T.1l Elgctric lights shall be switched off bestween

12300 and 100 noon sxocept  when emplovees  are
undertaking rush work during said houwrs.
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& An Energy Conservation Officer in each Division/
Office shall be assigned to see to it that all
lights, electric fans, air conditioners and all
other electric facilities are switched off after
working hours.

7.3 All cases of water leakages shall be reported to,
and attended immediately by, the Facilities and
Maintenance Office concerned.

T4 Long distance calls shall be limited only to
urgent official business, subject to approval of
the Division Chief concerned.

Any  request for exemption from the aforementioned SCONomy
measures shall be subject to approval by the Secretary.

This Order shall take effect immedi
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