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K. SALN Filing and Submission Process

Human Resource Development Services

Highly Technical
G2G (Government to Government)

NSC Officials and Staff

SALN Form PM files, Internet

HRDD will prepare a memo
reiterating SALN Submission based
on Guidelines on The Review and
Compliance Procedures in Filing
and Submission of The Statement
of Assets, Liabilities and Net Worth
Prepare Memo of (SALN) And Disclosure of Business
reiterating Submission of Interest and Financial Connections 4 days -
SALN in The National Security Council n/a 1 week
Secretariat (NSCS) within first and
second week of January of every
year. One (1) week before the
deadline HRDD will issue another
memo reminding SALN Submission
and call each employee who
haven’t submitted/complied yet.

Received SALN will be recorded as
Record SALN submitted to the date when received by HRDD
for monitoring purposes and
subsequently routed in an enclosed
envelope to SALN Review and
Compliance Committee - Legal Staff n/a 3-4 days
(LS) for their review.

Forward the receive SALN
to SALN Review and
Compliance Committee
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If there are discrepancies found in
the SALN of employee, call the
employee concerned to make
YES NO
necessary changes or updates.
Once the SALN is found
correct/complete and in order
SALN will be returned to HRDD by n/a 3-4 days
LS. Received SALN from LS shall be
Record as I::;E;g: recorded when receive from LS for
complied concerned and monitoring purposes.
and then return the
compile the SALN for
SALN revision/update
¢ Once all the SALN are submitted,
HRDD will consolidate, Scan all
o SALN submitted by the officials
Scan and Save original SALN and employees and prepare the
following:
l a. Summary List of Filers;
b. Summary List of Non-Filers
Prepare: Summary List of n/a 3-4 days

Filers and Non-Filers,
Certification signed by SALN
RCC and Transmittal Letters
to CSC and OP

c. Certification signed by SALN RCC
Chair attesting SALN of filers
were reviewed and found
compliant;

d. Scan and save original SALN;

e. Prepare transmittal Letters to
CSC and OP

Submit SALN to CSC and OP




