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SUBJECT
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RONILDA R. CO Times U

Director IV, Disaster Risk Reduction and Management sService |

LOPE B. SANTOS IIT _
Director IV, Bureau of Learner Support Services

Atty. SUZETTE T. GANNABAN-MEDINA
CAO & Officer-in-Charge Director III, Child Protection Unit

ALL REGIONAL DIRECTORS

Undersecretary '

Governance and Field Sperations

FRANCIAESAR B&NGAS

Assistant Secretary
Governance and Field Operations

Compliance to DepEd Order No. 043, s. 2022

October 11, 2022

This refers to DepE

d Order (DO) No. 043, s. 2022 dated October 10, 2022, regarding

the Omnibus Travel Guidelines for All Personnel of the Department of

Education, signed

by the Honorable Vice President and Secretary Sara Z. Duterte,

clarifying the processes and prescribed requirements for foreign- and local travel,
whether official or personal.

Pursuant to the said DO, your respective Offices are reminded to submit and comply

with the directives

stipulated in the guidelines. The DO is hereby enclosed for your

further guidance and reference.

Failure to comply
request/s.

with the requirements shall be subject to the disapproval of

For information and strict compliance.

PhA 10112003

Ground Floor, Rizal Building, DepEd Complex; Meralco Avenue Pasig City 1600
Email: ouré@deped.gov.ph; Website: www.deped.gov.ph
Tel. No.: {02) 8633-5313; (02) 8631-8492
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official or employee is expected to. stay most of the time as required by the
nature and the duties and responsibilities of the position of such official or
‘employee,

1. Persondl Travel refers to private trips of government officials or employees for a
purely: personal purpose and undertaken without cost to the government.

8- Recommending Authority refers to the DepEd official designated in the existing
Department Order on ‘the delegation of signing authorities to recommend
approvil to the Approving Authority.

h. Transportatwn Expenses refers tn the actual fares of the authomzed modes of
ransp le.g 1, s it} for local and foreign. travels: from ‘the
permanant ofﬁmal statxon ta the destination or place of assignment and back.
thority refers to-an Order in writing issued by the Approving Authority
official ot emp}c)yee of the DepEd. to. proceed to a specific place or
e of her permanent official station for a specific period of time to
perfnrm a given assignment.

i ’Fraw A

IV. OFFICIAL TRAVEL .
A. General Guidelines

1. Authorized official travel. No official foreign--or local travel shall be
authanzed unless it satisfies the following minimum conditions:

a. -'The tripis highly relevant to basic education, and in the case of foreign
official - travels, the ‘trip is for the purpose of complying with an
international commitrient/contractual obligation; ‘

b. The trip is essential to the effective’ performance of. an official or -
employee’s mandate or-functions; |

¢. Theprojected expenses. for the tnp are niot excessive or involve minimum -
expenditure; :

d. The presenne of the official- or employee is critical to the outcome of the
1 1g, conference, seminar, consultation, or any official activity to-be
;undertaken, :

e. ‘The absence of the: official or employee from. the Permanent Official
Station will not. hamper the operational efﬁmency of his office; and

f. The expenses to be incurred in the tripis included in the approved Work

nancial Plan of the office or unit concerned..

22. 1l off ) OTe1gn
-asxpractlcable, to minimize official travel, Hence
on, such as but not limited to, teleconferencing
ani ene t sabmission of briefs and position papers, mus
be ‘,xp‘ioreé{ ar conamiered first as alternatives to travel.
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n-Justification. For the purpose of the two: nnmedzately preceding
ions, the DepEd official or employee requesting authority to travel
’h;m the appropriate travel authority request-form a written
ficatio ddressed. to the Appmvmg Authority and noted. hy the
i -fmdmg utho xplaining how the trip satisfies the minimum
iditio ‘ _ the first paragraph of this section ard why
altf:manves to :r.ravel are insufficient for the purpose:

If the-official travel of teaching personriel 1§ to be undertaken: during school
days, the written justification shall also-explain:

a. Why the travel has to be undertaken during school days;
bi What the expected benefit are from the travel; and

c. How the expected benefits can compensate for the loss in instructional
or‘supervisory time:

4. Unauthorized travels. The following individuals shall not bé issued Travel
Authorities and-shall not be entitled to government fundmg for such trips:

a. Pmateimdmdua}snand»

b. Cansultants and/ or those: ﬁngaged by the DepEd by | way of contract of
_ >, except when the travel ig required for the performance or:
letion .of deliverables in the contract of service; or in hxghly

e ,mstances.'(e £ una vm}abxhty of qualified employees ir
highly te al. or 4 ed fields) and upon written justification
-sub:mtted tothe Approvmg Authority.

5. Prohibitions and Conditions:

ty is hxghly
‘ ¥ €S, iature-of activity,

purpose. “and i inerary; mdxcate that the tnp is: mainly intended for

personal: purposes, no patt thereof shall be considered official, :

b Tmpa, whmh by their very nature, are obvmusly for pe,rscmal reasons
; e I less presented as official in the guise of so-called

“ohservation, goodwill, or study tour” or “work: hop/seminar” shall not
be allawx—:d unless such trips are to be undertaken while on leave of
absernce.

¢. No official or p@rsonal travei of D@pEd oz”ﬁcxals and employees shall be
2 fund ' ’eh ectly o 3] ially; by private individuals or

enti ling supplmrs and contractors, wit pending request/s or
'appjl_ ation/s or future dealings with any schools, 8SDOs, ROs;
Bureaus/Services or office of the DepEd..
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This prohibition: applws to invitations to travel purportedly to undertake °
study or assessment of the proponents’ capabilities as such contractors
or suppliers.

d. The Appmvmg Authority: shall ensure that a skeletal workforce is
: he office or Permanent Official Station at all times; and
travels which entail the absence of a majority of personnel of any office/s

‘shall be prohblted

6. Reportorial Requirements.

a. Within one { 1'" al "dar month after returnmg ‘m the Permanent C)fﬁc:al_, _f"’
‘Station, e TSORTY

_ 'd of the agem:y a report on the travel whxch %hall" :
.mamxie matters or issues discussed, recommendations, and next steéps.

F*or ofﬁczal farexg:n tmvels, a post«travel report shall be submitted:

i: Brief description and background of the host organization and. |
activity;.

ii. “Objectives of the activity;
ii. Preparations:hade for the activity;

iv. Highlight of the activity/ participation in the activity;

v. - Critical inputs/ contribution of participant in the activity;

vi, Mertits/ benefits ‘gained by the participants, his / hcr office and -
DepEd and substantive policy recommendation. B
vii. Commitments made and/ or subsequent responsibilities of
yarticipant in relation to the. activity/ post-travel actions/ -
inter-agency cooperation needed;

b In case of participation in an international conference or convention in -
ich the Philippines is represented by a deiegatmn, a report of the =
defegatwn hall be submitted to the Office of the President (OP) through. -
the. De&p rtrnent Secretary or those of eqmvalent rank from whose .
' ent'the head of'delegatmn belongs; copy furnished the Secretary

i ot later than one (1) caléendar month after the: closmg of the
conference or convention. Any member of the delegation may also
submit a supplementary report,

B. Specific Guidelines on Foreign Official Travel

L. Types of Forsign Official Travels. In addition to the conditions provided
‘in paragraph ] . of this Department Order, only the following foreign
travels may be allowed: -
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| conferences or imeetings to which: the. Phxhppme' :
. commitments, or to undertake official missions or
shich cannot be-assigned to governinent officials posted

.-_. :fcuawshipﬁs trammgs, anci smdxees abmad whxch are '_:

tematmnal agencxes / crgamzannns as
hether fuliy or partially funded by the

e : _r- in the delegatmn is cleaﬂy specxﬁad amd
3 -.the travei apphcatmn or-proposal;

2. Pre-Departure

A!l ;mmstenal meetmg_s shall be atwnded by the Secretary unless

at are source by offimals/ emplayee@ in thetr perstmal capacxty
' wzth thﬁ concemcd Undersec:retary or. Assistant Secretary shall:
1 nend. repre id/ or delegates for the

) F‘or foreign. ofﬁcmi trave, s involving field personnel

: gmnal Dxrectm*s and Supenntendent& shall nommate

a. The organizers set specific requirements as to the. qualifications of
‘the partxmpams

b. The ‘organizers: specxﬁaally requested. an employee/ official due to
suitability and/ or previous: arrangements; and.




ol Nature“of the activity which will lead the Department 16 consider the
g , : the participant based on position; actual duties and

; ' delegated to him/ her by the I)epartment‘

expertise; expected inputs/ outputs; or follow through: activities..

shall ‘not be

mg the -farﬁgoiaf;g_ 'pmvisions,; -th_e: ,:S_ecre. r

; Any ofﬁcmi ar emplayee whose previous travel has not been llqmdated
-and cleared; and

employee who has not yet complied with the reportorial
requirement for any previous. travel/s.

4. Approving Authority

ry shall secure: authority from the Office of the

The DepEd ‘Secrets
Preside:

e ‘_tgn o czaI-trax%el of other DepEd officials and employees. shall
beapproved by the DepEd Secretary, upon the recommendation of the
following:

mceimmon | Recommending Autbority |

Ass'ifa'rant;'Secmtary["l}nderﬁécfetaiy o

| Assis nt-:Secretary[ Undersacretary

‘3 -Dmswn Chief: aml B&Iow | concerned:

4. Offices and{lmmed»ate Staff of Undetsecretaw (Chnef of Stam
'the Office e“f ihe 3ecr¢tary

cretary/ Undersecretary |

5 Inimediit '»"btaffafthe Office of‘

| Undersecretary for Field Operations |
| RD

£y
|BD

|RD°







issued by the Regional Office concerned and a copy -of the -‘-
Sticker issued: by the Commission on Filipinos Overseas.
“are not entitled ‘to. the any of the allowable expenses

b. All travel authorities niust be signed. by the Secretary or }usfher.
d nated . a; ing of 16.1 and release.,_ by the CO: ys -

ng: teach IWCI

requests t :do not comply with these process flows shall be
.automancally rejected.

6. Authorized official foreign travel expenses. DepEd afﬁcxals/ employees:
on official foreign travels are- allawed the following expenses, pursuant to-
EO 77,'..2019: "

a. Pre-Departure Expenses and Reéturn Trip Fees
i xpenses not exceeding PhP3,500.00 shall be allowed
_,eou.s expenses. for transpurtauon fare, passport -
processing, immunization and medical laboratory fees, photagraphs,
;thtexage_;.. yir ;ort- erminal fees, if any, and other related expenses.

i, Reimbursement of airport terminal fees imposed at the point/s of
-embarkation. on-the return trip to the Philippines, if any, shall be -
allowed upon completion of the official trip.

b. Transportation Expenses
-eéoﬁomy' clasa 'fére thlCh for flurposes‘ ‘of this-Order, does not

include premium economy class fare.

ii: ’.For Iong haul trips (i-e. flights exceeding four (4). hours without .

- - of Department Secretaries, Undersecretaries, -
Secretaries and those of equivalent anks, business. class -
be authorized, subject to the approval of the OP. :

¢. Clothing Allowance:

sountries fm' the pemod commdmg
NS, :regar'less of the nature of

. fo an oné (1) month, The. clothmg-‘*ﬁ'

allowance: shall be: granted on pro-rated basxs -as follows:

 Amount |

N :=Duration of Stay A ‘
han:one (1) m - US$200.00 |

ihree :(3) months




and more but less | US$300.00

[Six @ monthsand more | US8400.00

Provided, however, that the:clothing allowance in ¢orinection with
'study trips to tropical countries shall not exceed US$300.00.

‘When the travel to femperate countries, regardless of the nature of
‘travel, . cides with ‘the auitumn or winter seasons, the ¢lothing
allowance shall be- granted as follows:

T !Juratlon of smy

TUS$300.00

| Us$400.00

iil. Grantees pi owded?‘b “donor institutions with. clothing allowance ‘at
‘rates: equ or higher than those indicated above shall no longer
be: granted sald allowatice.

_ ‘ mated above the personnel concemed may be given the~
d1fference. :

v.. The clothing allowance may be granted more than ence in every 24
mo . In neo instance, however, shall the total clcthmg allowance
exceed US$460 00 within a 24-month period.

vi, _Apphcable: rate of clothing allowance shall be based on: the season =

. clared by the authorized agency in the country of
ase the travel dates span two seasons or coi: 7c1de_ _
heé change. of seasons, the prescrlbed rates o ling
allowance all- be: based on the season cmrrespendmg to ‘the. }
greatest. number of- days of authorized stay. 'ﬁ

d. Daily Subsistence Allowance (DSA)

i. Thosewho travel abroad shall be granted the DSA based ofi the daily
rates € __,vlis Hed. b '.he Internamo : "C:xvﬁ Semce Cammxssmn-_ ;

_ dp crg phor at www dfa gov .ph: df the Depanment of Forelgn oo

11 '

,pﬁrcentage;&
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ivi

Thie DepEd Secretary

in thetpe:rf@rmanee of an- assxghment and (3) upon. presentation of

Meanw iile,

servwe; may: be allowed the reimb

 Particulars. ‘Percentage | To Cover

B I}ay of arnval at :pomt of :
§ destma. 1 {regardiess of time} |-

- ‘Hotel/lodging (50%), meals |
and: succeedmg day/s thereof : b

100% | {30%) and incidental
. expenscs (20%)

50%. Merls (30%) and incidental -

expenses (20%)

If hotel/ lodging, meals-and incidental expenses are provided by the
‘host country or donor institutions, the DSA shall not be allowed.

Claims for payment of DSA under paragraphs i and i of this
subsection shall not require presentation of bills and receipts. :

'y or his/her authorized representative, may
authorize DepEd personnel to claim the reimbursement of actual
accommudation: expenses in excess of the ‘accommodation.
component of the DSA, subject to the follomng conditions: (1) the:
difference must not emeed thirty per cent. (39%; of such component =
of the prescribed DSA rate, (2) the expense is absolutely necessary

bills . ani pts. An affidavit of loss shall not be considered as
appropriate replacement for the required bills-and receipts..

€. Paymentafh% Differential

- Where personnel on travel abroad to attend international
conferences ot meetings or to undertake official missions of
assignments. are provided by the host. government ‘with DSA and
allowances: lower than those prescribed. in. this Order, such
personnel shall only be entitled to the difference. ‘

. Personnel on scholarships, fellowships, trainings, ‘workshops, and

study grants abroad shall not be allowed. payment of DSA ‘j.}::
differentials.. _

£ 5’Kﬁiﬁtﬁumgment‘:r:afmmesmtaﬁian::Expame's»

. The DepEd Secretary is allowed reimbursement of actual =
représentation expenses. up to. Us$ 1,000.00, subjeet to- the
presentation: of bills and acceptable proofs of payment made.
subject to the approval of the Secretary, DepEd officials
re authorized to attend international conferences or meetings 3
ertake: offic issions or assignments in the exigency of the
ement of actual representation. -
experises not exceedinig the hereunder rates, subject to presentation -
of bills anid acceptable proofs of payment made, to wit:




- : ;M fmam
Rau.klposiﬁon , _M_onut

US$ 700,00 |

§ oseof equalem rank u‘*‘
: ,dcsxg;nated as Head of the Dele legation |
| Assistant Secretaries and. those of eqmvaiemj ‘
'--?rank gf they arg dmxgnated as Head of the | US$ 50000 |

' tary 1ev ‘who are. dmgnated asHead of the ]

US$ 300.00 |
'f-,";f)elﬁgatmn .

if Representation expenses may Cover mnecessary entertainment,

contributions, flowers, wreaths, tokens and the like; when justified -
y the circumstances and i conformity with genera}ly accepted
custonis, usages, and: ‘practices.

iii. DepEd officials on. travel: abroad for speaking engagements, and for
scholar s, fellow hms trammgs workshop& and studies, which
: fully fur _adb ‘donorsor ‘onsormg organizations, shall not be
allowed reimibu rsement of représentation expenses,

2. Specific Travel-Related Expenses: During Scholarships; Fellowships,
Trainings an  Studies Abroad o

. Expenses of I:)epEd personnel related to travels for scholarships, -
fe:llawshxps, trainingsand studies abroad shall be limited onlytopre-

parture  expenses since donor (:euntnes/argamzatwns/ o
institutions shall pay for travel-related expenses: :

ii. Incases where airfares and clothing allowance will not be shouldered.
by the donors, the pérsonnel coficerned: may ¢laim the samse, subject. -
o 1 101 e memorandum- of agreement or any similar
it entered info by and between. the donor and. the DepEd,
d. of this Order..

g 1ce at; : tmqume‘

les twn dependmg on the duraman of the official
: avel ccve:mgﬁ of Php 500,000.00 if there is no minimum -

coverage set by a country..

C. Specific Guidelines on Local Official Travel
1. Approving Authority

Oﬁ!ee/Po&ﬁtion B ‘“"‘;‘;’:‘1‘;‘:{’;‘;‘"&' | Approving Authority |
55 a, Qentml Qf!iw : - -

| secretary-




.‘.mreau-” Semce

1 Aaaxstant

1u 'de‘ ecretazy
B mncemed

:Secretary

| Director
|- concerned:

| Secretary

Director
1 coneered.

| Secretary

'ﬁ*_-cancemeti

‘Secretary

| Undersecretary. for Field
.| Operations~ for destinations

| ‘outside the Region only’

| RD

| Division Chier

; RD

| RD - for destinations outside
'the Regien only-

& }_-‘SE}S -for destinations within: |

L RD - for destinations outside |
| the Region

I'sps

| 'sps:

1 d. Schnals

|1 Schoot B f’.

Teos

f }_‘;thhm tha Dmsmn

| destinations.
 outside the
Division:

_School Head ~for |- o
'SD§~ for déstinations outside
1 the Division.

Executive Director z_iUndersecretary (Chief of Staﬁ) :

’E};@(}Qﬁj\ie‘mﬁfedtﬁr_ ’-_:3 Undemecremxy tClruef of Staﬁ‘)

| Executive Director-

Undersecretary (Chi

4. National Museum

Director General

5Uh@ef@wfe‘raxyf_'{ctgx_xef..orl”..fb:tafi); 5
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Regional Coordination Meetings. Hence, the issuance of individual travel
-authorities shall not be required. "»

‘Said travels are considered absolutely necessary.in the performance of =
their assignments, thus, claims for reimbursement .of actual
‘accommodation expenses are authorized, subject to the other conditions
and requiremhents specified herein.

2. Procedure in the Application and Approval of Local Official Travels

a. The official or employee concerned shall accomplish and submit a Travel i
Authority for Official Travel form with the following supporting
documents to the office of the Approving Authority not less than five (5]
‘working days before thé scheduled departure date:

i. Bigned Memorandum, Letter, Order, Invitation or other
communication relevant to the DepEd or non-DepEd activity fevent
indicating that th requesting official or employee is being invited as

~ a participant, guest, resource person; lecturer orvisitor, '

el;. o o o
ation. as required in paragraph IV.A.2 of this =
der; |

Chiefs andlugher a draft Special Order designatingan
harge, if applicable, so as not to hamper the day-to-day. -

: of th é’:biﬁeﬁz

b.. Por activities/events/errands that would require leaving from or going

of: nens orworkplace during office hours within the
Annex E} duly approved by the Head of Office or
is/her Authorized Representative, and countersigned by the
authorized personnel of the office visited, shall be-used. A Certificate of
Appearance from the office visited may be secured in case such portion =
was left unsigned by the person visited. -

‘The accomplished and signed Locator Slip shall serve as the authority
to travel and may be used for reimbur ement of actual transportation
expenses only. In no-case shall this be used for personal business. I

3. Mode of Transportation

a. The Approving Authority shall determine the mode of transportation
and type of hotel/lodging to be availed, which in all cases shall be the
most economical and efficient.

b. As'a general rule, only the ordinary public conveyance or customary
mades of transportation shall ‘be used. The use of chartered trips,
special hires of public utilities, garage cars, water vessels; and other
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extraordinary means of transportation shall not be allowed unless
Jjustified by the prevailing circumstances, such' as. but not. limited to,
carrying large amount of cash, bulky equipment and important
documents, inclement weather; accompanying dignitaries or high level
government officials, or when time is of the essence: '

4. Accommodations. To ensure adequite but reasonably-priced services and
ame , the workshops, seminars, trainings, conferences, and other -
official -activities organized and conducted by the Department shall use. -
DepEd training venues such as the office conference rooms, Regional
Education Learning Centers (RELCs), Applied Nutrition Center, ECOTECH -
Center, N I Educatots Academy of the Philippines (NEAP), and Baguio
Teachers Camp- (BTC). It is also encouraged to patronize DOT-accredited
dccominodations,

If the above facilities are not available on the basis of certification of the
‘authorized official from these venues, the selection. of other venues and -
facilities shall adhere to existing policies and guidelines on procurement.

- Travel Expenses. DepEd officials/employees on official local travels aré
allowed the following expenses, pursuant to EO 77, s, 2019:

a. Beyond the 50-kilometer radius from the permanent official station:

i. Transportation Expenses and Miscellaneous Expenses. The
allowable transportation expenses and reasonable miscellanecus
expenses (e.g. terminal fees, parking fees, road tolls, etc.) from the
permanent official station to the destination or place of assignment

shall gover the following areas:

{1} From the office or'tesidence to the point of embarkation, and
vice versa; o ! ) :
{2} From the point of embarkation to the point of disembarkation
incthe ; ation, and vice versa; and
{3) From the point of disembarkation to the office of destination or
~ place of assignment in the field, and vice versa.

in the place of d

The transportation expenses and reasonable miscellaneous expenses
shall be in.addition to the DTE. '

el concerned shall not be entitled to transportation expenses
€ trip or portion of such trip where government vehicle

If a private vehicle is-used, no ‘reimbursement of the cost of gasoline 1
and fuel be allowed. The official or employee coneerned,
‘however, is erititled to the equivalent cost of the customary mode of
transportation. '

ii. Daily Travel Expenses (DTE)

{1) Themaximum allowable DTE of DepEd personnel, regardless of

-rank and position, shall be the following rates:
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{n __DESTINATION __| MAXIMUM DTE
| ClusterT. | Regions I, 11, TII, V, VI, | P1,500 -
. X XIL XU, BARMM, |
s VL VIL X, X1, | P1,800

[CRisterm

[ Cluster T | Regions IV-A, VB, NGR P2,200

{2) Claims for payment of DTE shall not be required to present bills
and receipts.

iii. Apportioned Travel Expenses. The allowable DTE for travel beyond

50-kil t radius from the permanent official station :
vased on the following appertionment:

_ - PERCENTAGE | TO COVER.

int_of | 100% 50% - hotel/lodging

- 30% - meals

| 20%: - incidental expenses

or | 50%

Jiv. Travel Expenses in Excess of Authorized Travel Rates. Claims for -
reimbursement of actual accommodation experises (excluding
expenses for valets; dants, laundry, pressing; haircuts, -

: by: hotels] in excess of the °

accommodation component of the DTE may be allowed, but in no -

case shall the difference exceed one hundred percent (100%) of such.
‘ he prescribed DTE rate, and only upon:

the agency head or authorized
ecessary in the performance of an

1d receipts. A Certification or Affidavit of
considered as appropriate replacement for loss

v. Precluding Double Payment of Travel Expenses. To preclude -
foubl 1 the corresponding portion of the DTE shall not be
when the fare paid for transportation includes meals and for -
e, ‘ot where meals and/ or lodging are paid for or -

¢ DepEd or other parties.

(1) However, the traveler may claim meal reimbursement upon -
submission of written justification and documentary support if:

(a} The traveler is unable to consume the meal provided

~ because of medical requirements or religiotts beliefs.

(b} The traveler purchased substitute meal(s) in order to

_satisfy medical requiremerits or religious beliefs, |

e} The traveler was unable to take part in the provided meal -
- o the conflict of official biisiness.

(d): ‘Other analogous circumstances.
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Complimentary meals included in the accommodation does tiot -
affect the maximum meal expenses. |

2} In case of invited DepEd resource speakers, advisers or
- 8e ‘aviat:‘:fbf;naﬁonal’cahferences-, aonvaﬁtions,;'s‘ymposia,;-fOra; o
seminars, meetings and other similar events managed by °
‘private organizations, associations. or 1in ons, -the  travel
cxpenses shall be shouldered by the inviting agency or -
Organization, unless otherwise authorized by the DepEd
Secretary.. '

'b. Within the 50-kilometer radius from the permanent official station:

i Actual transportation expenses not ‘exceeding the rates provided
herein, as: well 4s the TE may be authorized.. Provided, that the -

rove  that the' ofﬁ ial or :
assignment for the whole duration of the official travel.

ii. Personnel on official travel who commute. daily from the place of
assignment to the place of residence or permanent official station ;

shall be allowed the following expenses:

tranSPﬂrtatlo from. thepermanent official station to the. place |

of assignment and back;

(2) Meals in an.amount not exceeding the thirty percent (30%) of

the authorized meal component of the DTE.

re taﬁtm of transportation ticket or any equivalent document -
| be required as proof of actual travel undertaken.

iil. An employee receiving Transportation Allowance (TA) either on -
commmy or bursable form, shall net be entitled to -
el t.of transportation expenses,.

V.. PERSONAL TRAVEL
A. General Guidelines

1, Authorized Personal Travel. No DepEd official or employee shall be
all - to depart for any personal travel, unless such official or employee
‘has duly accom ed the requisite leave forms and has obtained ravel -

rization, provided that if the personal local travel is only for a period

-of three'(3) days or less, a travel authorization need not be secured..
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f all ondy be- granted by the Approving Authority after
n that the absen e of the. requesting official or employee will
v the operational efficiency of his/her office, '

2. Appmving Authurity The personal travel of DepEd officials and
-employees, whether furexgn or local, shall be approved by the following:

_Approving Authority

I u«nd;learsc;:az:&taw: (Chief of Stafl)

: Undex: ser:retary {Chief of Staﬁ) :

. Undersecmtmy (Chref of Staft}:

| Undersecretary {Chiefof Staff)

: ;’_undame;etmmy. {Chief of Staff)

| Undersecretary for Field Operations |

| kB

iR
| Division Chief

"-e.mvlsion()mce T
L Schools Division. RD S
‘ Supmntendant S

2, Assh &l

| sps

j sms

{ Division. Chief

L. Scl’m(ﬂ Head: | sDs
2 T&achmg and non»teachmg, ‘
pmsnnmi

Sehool Head:

e, Attached Agezmies N Approving Authority
. 1.UECCD Ocmm:ﬂ 7 TExecutive. Director

| Executive Director

| Brecutive Director’

| Director General

: | velated activities Sourced and ‘pursued b
i fempl yef:s i then:, permnal capacity should be brought to the
attent:on of the immediate supervisor or head of office before application
for authority to travel.




B. Specific Guidelines for Personal Foreign Travel
1. Procedure in the Application and Approval of Personal Foreign Travel
8. The official or employee requesting authority to travel shall accomplish

and submit a Travel Authority for Personal Travel form (Annex D) with
the following supporting documents: -

iz Written manifestation;

~ absence will not hamp 1

i, Certif No Pending Case; and o

iii. For Division Chiefs and higher, a draft Special Order designating an
Offi -Charge, if applicable, so as not to hamper the day-to-day
‘operations of the office. '

noted by his/her Head of Office, that his/her
‘the operational efficiency of the office; :

b. DepEd officials and personnel who intend to study abroad must file for =
study leave in accordance with the applicable laws and/or issuances of
the Civil Service Commission, and must comply with the required
e obligations after the period of the leave. No request for travel

ithority in‘connection to a study leave shall be approved until after the

official or employee concerned shall have fulfilled the service obligation
of any previous study leave or scholarship grant. ‘

. All travel authorities pertaining to personal foreign travel must be
ed to the Approving Authority at least 10 days before the

e date and released by his/her office at least five (5) days before” -

lelines for Personal Local Travel

1. Procedure in the Application and Approval of Personal Local Travel

A, ;f?lfhe;nfﬁ’t:ialor.-gmgiayeg;;cqncmad;shaﬂ?aqumpﬁsh*and:submitav’I,‘ravelf
Authority for Personal Travel form, with the following supporting
documents; to the office of the Approving Authority not less than five (5]
‘working days before the scheduled departure date:

i. Written manifestation, noted by his/her Head of Office, that his/her
abser ill not hamper the operational efficiency of the office; and -
. Por Divis hiefs and higher, a draft Special Order designating an
Officer-in-Charge, if applicable; so as not to hamper the day-to-day- -
operations of the office; :

b: DepEd officials or employees whose personal local travel will not exceed
a period of three (3) days need not: secure ‘Aauthorization prior to the =
st accomplish and submit the requisite leave forms not

e (5) working days. before the scheduled departure date,

t officials with the rank of division chief and above shall
Authority a draft Special Order designating an
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. VI. ADMINISTRATIVE SANCTIONS

any of the directives of this Order may result in the filing -
| . for amisconduct, insubordination and. other related -
> 2 1’7 R’ule%s on Administrative Cases in the Civil Service,

-of T :-cDepartment of Education In Administrative
1, and /or relevant laws; rule regulations
‘against the travelling official or e_mplpyge, the Recommiending Authority, and the
App ,.vmg Authonty :

Failure to comply
.af admmxstra_

VIL. MONITORING AND EVALUATION .

A, All offices: and -accountable officials and personnel thereof shall comply with.
existing financial reporting guidelines on the use of funds for this purpose.

B. The Budget and Accauntmg Divisions of the DepEd Central Office, Burean of
Hiiman Resotrce an onal Development, Regmnai Finance Division
and Finance Units of S.s shiall monitor compliance to this Order, conduct
review of these guidehnes and recommend changes to further improve. the
implementation of E.O: No.. 77, 5..2019.

C. Local travel matters/ queries/clarifications not covered by this Order'shall be
referred to the DepEd;:Secre’ bary for-resolution.

LING CLAUSE AND EFFECTIVITY

All existing Orders and Memoranda inconsistent with this Order are hereby
rescinded. The guidelines stated herein shall remain in effect, unless later
repealed, amended, orrescinded. This Order shall take effect immediately.

JX. REFERENCES

DepEd Order No. 14; s, 2010

DepEd Order No. 43, s, 2014

. DepEd Order No, 22, 5. 2019

'Execu‘{_ e:Order No. 77, s.2019

OP Memorandum € _rrcular No. 35, Nov, 22, 2017

..,...
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mmn

4 Positionlnesignation

) Pemument station

| »Purpose‘ of 'l‘ravel

"}Hngt-bfﬁdt'iﬂty# |

| Inclusive Dates.

| fnestinatffdn-'

-‘»Fuml Soume

are by attest that e zry'ormatmn in thzs Form, and nithe: supportmg dotuments: attached hereto are true: and

Name and Slgnature af Requestmg Employee | | Date B

atives 1o raue_.are{msujﬁczent for. purpose stated herein.

Name and Slgnature of Recommendxng Authonty " ‘Dafté*

| APPROVED

* Name and Signature-of Approving Authority "~ Date

sting employee $atwﬁes alt the TRIRImii. condztwus i for authorized aﬁ?cml -




Annex B. Process Flow for Official Foreign Travel Authority Requests of Field
Personnel

requxrements to ]

Requestmg nﬁic al/employee must submit ALL the documentary _
‘ : mﬁmg; v,‘uthumy & fleast .35 da,;s befom daparture 1

the ofﬁcc Qf the,- ,‘eco_'_

Released and endors by the Remmmendmg Authnnty to the Office of the-




‘Annex C. Process Flow for Official Foreign Travel Authority Requests of co -
Personnel .

Requestmg ofﬂcxal/ employee st submxt ALL the dmcumentaiy requnements o} ;
: the niﬁce of the Recmmmendmg Authmlty at. ieast 25 dal_‘.s h&fure departure

Released and endors‘ d v' Y the Rcccmmendmg Authmmy w the Oﬁice of the
ecretary at least 20 days before departure

15 days before departure

Received by the Office of the Secretary at le

If approved mlea&ed by the @fﬁce of the Secretary, through the Records
Dms:on,“at Iea it 10 days before departure




b‘ B NO‘::. .

Republic of the Philippines
Department of Education

| Position/Designation |

| Permanent Station.

| melusive Dates

| Destination-

v Ihereby-attest that the informatio:in this form:and in the supporting: documents attached hereto:are true. gnd
| torrect;. ' '

Neme and Signature of Requesting Employee T Date

" Name and Signature of Approving Authority. Date
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Republic of the Philippines
Department of Education

f Position/Designation |

Fnrpose of Travel
' ted

: ;"by attaahment&) ‘

"f:-'j.'-!’exmaﬁem Statim R -

_ﬁl‘,f.f_ﬂéaae‘fﬁhéﬁk

| [Jofficial Business

‘{J Official Time

| Date and Time

,eﬁtimtion

“Signature of Requesting Bmplayee

" Signature of Head of Office




