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Procedures on the Review and Compliance of SALN

PROCESS FLOW PERSON/UNIT DETAILS
RESPONSIBLE

Start

For newly hired:

Data provided should be reckoned from date of
assumption; submitted within 30 days from date
of assumption

For separated employees:
Submit duly Officials and Data provided should be reckoned from the date
accomplished SALN Employees of separation; submitted within 30 days from date
fonns of separation

For regular employees:

Data provided should be reckoned as of
December 31 of the preceding year; Submitted on
or before April 30 of every year

Initial review of )
submitted SALN of The report of the HRMS should include

information whether SALN form is submitted on
time, using the prescribed form and properly
filled-up. Not applicable data should be marked
N/A in the corresponding field where data is
requested to be provided; Report should be
forwarded within 3 days from receipt of SALN

the Secretariat and
forwards report to HRMS
the Committee

Complete
No Yes
Review
Committee to
notify the The Review Committee, signed by the
employee to Review Committee  Chairperson shall issue a memorandum to the
take the employee indicating necessary corrections that
necessary need to be undertaken
A B
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PROCESS FLOW

Complied

Review Committee will
submit list of employees
who did not submit SALN
and with incomplete data to
concerned authorities

PERSON/UNIT
RESPONSIBLE

HRMS

Review Committee

submitted SALN

Review Committee to in-
clude employee’s name in
the list of employees

Concerned authority
shall order concerned
staff to comply

No Yes

Executive
B Director

Non compliance shall be
considered ground for disci-
plinary action

Name of concerned em-
ployee is included in the
list of employees submitted
SAIN

DETAILS

HRMS to prepare report of
compliance ; within 3 days from the
receipt of the required documents

Determine if corrective action is done in good
faith or not

If done in good faith, the employee will not
be subjected to any sanction, but if done in

bad faith, the Committee shall report to the

concerned authorities for possible sanctions
provided in RA 6713

The order shall require those employees with
incomplete information to correct/supply re-
quired information and those who did not
submit to comply within a non-extendable pe-
riod of 30 days from receipt of order; Order
shall be given within 5 days from receipt of
the report of the Committee






PROCESS FLOW

Submit SALN to
concerned office

End

Disciplinary
Action

PERSON/UNIT
RESPONSIBLE

Review Committee

Executive Director

DETAILS

Submit all original copies and soft copies
of SALN to the concerned office on or
before June 30 of every year.

Submit summary list (alphabetical order)

of the following:

a. Employees who filed

b. Employees who did not filed

c. Employees who filed but with
incomplete information/ used wrong
form

The Executive Director shall issue a Show
Cause Order to the employee concerned to
submit comment/counter affidavit; and if
the evidence so warrants proceed with the
conduct of administrative proceedings
pursuant to the 2017 Revised Rules of
Administrative Cases in the Civil Service
and apply the following sanctions:

1st Offense: Suspension for one month and
one day to six months
2nd Offense: Dismissal from the service



