
TiZrpublir of Ur titippinvs 

(Ctfitrr of tilt, prrsibrni 
Tourtril 

OFFICE ORDER 
NO:2•22-31* 

SUBJECT : GUIDELINES ON THE REVIEW AND COMPLIANCE PROCEDURES IN 
FILING AND SUBMISSION OF THE STATEMENT OF ASSETS, 
LIABILITIES AND NET WORTH (SALN) AND DISCLOSURE OF 
BUSINESS INTEREST AND FINANCIAL CONNECTIONS IN THE 
NATIONAL SECURITY COUNCIL SECRETARIAT (NSCS) 

I. REFERENCES: 

A. Section '17, Article XI 1987 Philippine Constitution; 

B. Section 8 of Republic Act 6713 otherwise known as "Code of Conduct and Ethical 
Standards for the Public Officials and Employees"; 

C Civil Service Commission (CSC) Memorandum Circular No. 10, series of 2006 on the 
-Review and Compliance Procedure in the Filing and Submission of Statement of 
Assets, Liabilities and Net Worth (SALN) and Disclosure of Business Interest and 
Financial Connections"; 

D. CSC Resolution Number 1300455 dated March 4, 2013 on the "Review and 
Compliance Committee for the Statement of Assets, Liabilities and Net Worth (SALN)"; 
and 

E. CSC Resolution Number 1500088 dated January 23, 2015 re: "Amendment to the 
CSC Resolution No. 1300173 (January 24, 2013); Revised SALN Form". 

II. OBJECTIVES: 

A. To enjoin all public officers and employees to declare and submit annually the true, 
detailed and sworn statement of their assets, liabilities and net worth, including 
disclosure of business interests and financial connections, and to declare to the best 
of their knowledge their relatives who are in government service; and 

B. To ensure the disclosure of the true and detailed assets, liabilities, net worth, 
financial connections and business interests of the declarant's spouse and unmarried 
children below eighteen (18) years of age living in declarant's household. 

III. SCOPE: 

These guidelines shall apply to all officials and employees of NSCS regardless of the 
nature of their appointment except Contract of Service Personnel and Consultants. 
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IV. GUIDELINES IN THE FILING. REVIEW AND TRANSMITTAL OF SALN: 

A. Filing of SALN 

1. In order to ensure proper filling-out of the SALN Form, all NSCS officials and 
employees are enjoined to observe the guidelines established under CSC 
Resolution No. 1300173 dated January 24 2013 as amended by CSC Resolution 
No. 1500088 dated January 23 2015 (Annex "A") and the Frequently Asked 
Questions on the SALN published by the CSC (Annex "B"). The proper form to 
be used for the filing of the SALN shall be the Revised SALN Form (Annex "C") 
together with the Additional Sheets Form (Annex "D"). 

2. All NSCS officials and employees shall file under oath their SALN with the Human 
Resource Development Division (HRDD), to wit: 

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

b. On or before February 15 of every year thereafter, statements of which 
must be reckoned as of the end of the preceding year to give ample time 
for review and amendment, if necessary; 

c. Within thirty (30) days after the separation from service, statements of 
which must be reckoned as of his/ her last day of office; 

B. Review and Compliance Committee. There shall be a designated NSCS Review 
and Compliance Committee (Committee for brevity) to receive, through the HRDD, 
and to review if SALN has been submitted on time, accomplished completely and 
correctly and in proper form in accordance with existing laws and regulations. 

1. Duties of the Committee. The Committee shall perform such act as but not 
limited to the following: 

a. To receive and consolidate the SALN of NSCS officials and employees; 

b. To review if SALN has been submitted on time; 

c. To review if SALN has been accomplished completely and correctly and in 
proper form in accordance with existing laws and regulations; 

d. To conduct annual orientation on the filling out of SALN Form; 

e. To prepare the following list (employees in alphabetical order) to be submitted 
to the Civil Service Commission, on or before the required timeline set by the 
Civil Service Commission: 

i. Those who filed their SALN with completely filled out form; 
ii. Those who filed their SALN but with incompletely filled out form; and 
iii. Those who did not file their SALN. 
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b) Prepare compliance notice to: 

i. Officials/Employees who did not submit their sworn SALN; and 
ii. Officials/Employees who submitted their sworn SALN but with 

incompletely filled out form. 

c) Prepare show-cause order to officials and employees who failed to submit 
their sworn SALN within three (3) working days (non-extendible) after 
receipt of the compliance notice. 

cl) To recommend policies or procedures in improving compliance with SALN 
laws and to keep abreast with recent issuances. 

2. Committee Secretariat. Representatives from HRDD and Legal Staff shall serve 
as Secretariat of the Committee. 

3. Non-compliance with Show-Cause Order. Failure to correct/submit SALN in 
accordance with existing laws and regulations and within the given period shall be 
a ground for disciplinary action pursuant to the 2017 Revised Rules of 
Administrative Cases in the Civil Service. 

C. Transrnittal of all Submitted SALNs to the Concerned Agencies. The HRDD shall 
transmit all original copies of the SALNS received to the concerned agencies on or 
before May 30 of every year. 

V. SEPARABILITY CLAUSE 

Unless expressly repealed or superseded by a subsequent administrative issuance 
or court order, which rendered any part or provision invalid, ineffective, or 
inconsistent, the remaining provisions of this Office Order not affected thereby shall 
remain in force and effect. 

VI. EFFECTIVITY CLAUSE 

This Office Order shall take effect immediately. 

For guidance. 

ok November 2022 
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CLARIT R. CARLOS, PhD Vik4, 
National Security Adviser and 
Director-General, NSCS 


